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Course Objectives

Upon completion of this course, you will be able to:

» Understand the key components and terms of
Personnel Administration.

» Hire and rehire an employee using Human
Resource Management System (HRMS).

» Display and change employee information.

= Process an Employee Appointment Change.
* Process a Leave of Absence.

» Perform an Employee Separation.

* Process a Change of Status.
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Personnel Administration Overview

B Upon completion of this section, you will be able to:

— Explain the Personnel Administration components.
— Define Personnel Administration roles as they relate to the course.

— ldentify other HRMS modules that share integration with Personnel
Administration components.



Key Terms

Integration

Effective
Dating

Infotype

The ability to share data with other HRMS
components.

This is the date which data on the infotype
becomes valid. It is based upon a valid start
and end date.

This Is a screen that is used to enter
employee information and to group related
data fields together.




Key Terms - cont’d

Processes used to record personnel actions
such as hiring, appointment change or
separation.

Personnel
Action

How you will access the employees’ record
to view or update. All transactions have
transaction codes to access the employee’s
record.

Transaction




Personnel Administration Roles

B An end users position determines what role is assigned
and the level of HRMS access available.

B The following roles exist for Personnel Administration:

Personnel Creates and maintains employee new hire

Administrator and rehire information, appointment changes,

Processor separations, extended leave of absences and
runs reports.

Personnel Views employee’s information once entered

Administrator into HRMS.

Inquirer

Personnel Provides oversight for the Personnel

Administrator Administration Processor and Inquirer as well
Supervisor as running reports.




Integration With Other HRMS
Components

B HRMS is an integrated system, with the ability to shared
data with other HRMS components.

B [t allows real-time transmission from Personnel
Administration to:

— Organizational Management
— Personnel Administration

— Payroll

— Benefits

— Time Management

B Information provided during hiring is transferred to payroll
In real-time, qualifying a new employee for immediate
payroll processing.

= Department of Enterprise Services recommends entries in HRMS be completed
BEFORE DAY 3 of the Payroll Processing Cycle. 8



http://www.dop.wa.gov/HRMS/HRMSPayrollAndFinancialErrors/

Effective Dating

B HRMS allows you to enter an “effective date” when
creating infotype records.

B You can enter information into HRMS at any time, before
or after the employee information changes.

B The effective date is based upon a valid start date and a
valid end (delimit) date.

Note: The end date might default to
12/31/9999. Verify the desired end date
prior to saving the action.
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Effective Dating Example

June 5 — Marsha, the Personnel Administration Processor, receives
notification of Kevin’s retirement
scheduled for July 31%t

June 1st— June 8t —
Kevin gives a Marsha
letter to his enters
Immediate Kevin's
supervisor retirement
that outlines Into HRMS
a retirement to become
date of July effective on
318t July 318t

July 315t — Kevin retires with no data entry
needed as HRMS activates retirement
based on effective data entered on June 8t 10



Effective Dating -
New Hires and Appointment Changes

Use CAUTION when using effective dating on New Hires
and Appointment Changes.

B Although effective dating is beneficial to agencies, be aware
that back-dating could adversely affect other components in
HRMS.

B If the employee did not start on the date that was entered into
HRMS, there are procedures in the OLQR that outline specific
scenarios.

B By back-dating an employee’s personnel action it can cause

complications in payroll if it has been processed and even if
the employee has no earnings for that pay period.

11



Infotypes

B An infotype is a screen within a transaction in which
specific criteria is entered into individual employee files or
records. =

— Infotypes are like documents in an employee’s (electronic)
personnel file.

B The infotypes are guided by your assigned role and are
determined by the action you are performing.

B During a personnel action, infotypes are grouped together
to help navigate from screen to screen.

— Therefore, there is no need to worry about missing required

data fields.
12



Infotype Examples

13



Personnel Actions

B Personnel actions are processes used to
record personnel events such as hiring,
appointment change or separation.

B Each personnel action contains a set or group
of infotypes that record all the information
necessary for an event to be recorded.

B For example, the New Hire action contains
linked infotypes that walk you through entry of
employee information.

— Infotypes you access display in
consecutive order until all required
data is entered.

14



Accessing Personnel Actions

The menu of
Personnel Actions
(PA40) allows you
to choose the
action you want to
complete.

The action you
choose prompts
you to complete
the required
iInformation for
that action.

|ED'

HE Master Data Edit Goto  Extras  WMilities  Settings  Systern Help

| & 110 Qe LR anon BR @

Personnel Actions

Personnel no.

From

Personnel Actions

Action Type

FPersonn... |EE group

EE suhgr...l |E|

Mew Hire

Change of Status
Concurrent Employment
Appointment Change

Cluick Hire

Fehire - Cluick Hire
Separation

Rehire

Leave of Absence - Active
Leave of Absence - Inactive
Return from Leave of Absence

41D ]
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Review Questions

1. What three roles are part of the Personnel Administration?

Personnel Administration Processor, Personnel Administration

Inquirer and Personnel Administration Supervisor

2. Each transaction is assigned a ?

Transaction Code

3. This HRMS feature allows information to be entered into the
system at any time by using a valid start and end (delimit) date.

Effective Dating

16
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Display and Maintain Employee HR
Master Data Overview

Upon completion of this section, you will be able to:

B Describe the differences between the Display actions
and the Maintain actions.

B Review the Display, Copy, and Change Functions and
understand the importance of the information in each
Infotype.

18



Key Term

Master
Data

This is essential personnel information that
Includes personal and organizational data
which is unique to each employee.

19



Function Keys

e

."/

[1| Create

- Creates a new
Infotype record

0] Copy

- Creates a new

<

Infotype record

Use the Create function when
creating new infotypes outside of
using personnel actions.
Maintains data history.

|

Use the Copy function to ‘copy’
existing infotype records and
make changes in the appropriate
Infotype fields. Maintains data
history.

20



Function Keys - cont’d

a7 Delimit » Use the Delimit function to put
a stop date on the record, but

- End dates an maintain the history of former
: records. Maintains data history.
Infotype record

-

P Change » Use the Change function to
replace the previous infotype.

- Correcting Does not maintain data history.
errors




Function Keys - cont’d

/

" Display

- View an
Infotype

=

< Qverview

- Displays history

of an infotype

» Use the Display function
to view one infotype at a
time.

 Use the Overview function
to show a list of records
created for an infotype.

22



Accessing Infotypes - Display and
Maintain

B HRMS allows you to update infotypes while keeping a history
to the infotype.

B There are two ways to update/maintain infotypes:
— Maintain (PA30)
» Update specific infotypes one at a time.
— Personnel actions (PA40)

= Use to process personnel actions such as a New Hire

which groups the necessary infotypes needed to
process the action.

B You can also view employee information:
— Display (PA20)

* View infotypes one at a time.
— Personnel File (PA10)

» View the entire employee’s record.

23



HRMS Activity
o —

Maintain Employee Master Data

24



Audit Tool:

Logged Changes in Infotype Data report

B Helps identify data changes according to personnel
numbers, Infotype and/or date and time.

B Run this report daily as an audit resource tool.

B Refer to the OLQR User Procedure: Logged changes in
Infotype data

B Access the Logged Changes in Infotype Data by using
the transaction code S_ AHR 61016380

25



Review Questions

B Match the icon to its function:

2 Change — To change the
record with no history.

. Overview — To view all actions
associated with an infotype.

§ Copy — To update the record

while keeping a history.

B In most circumstances, should you use the Copy or
Change action to update employee information?

26






New Hire Overview

Upon completion of this section, you will be able to:

B |dentify the structure of a personnel action.

B Navigate through the Employee Hiring infotypes and
understand the importance of the information in each infotype.

B Complete a New Hire action in HRMS.

28



Key Terms

The unique identifying number for an
employee.

Personnel
Number

Reference Is a link between two personnel numbers and
Personnel allows the employee to share certain
Infotypes such as Addresses (0006).

Number

Next This is the date of the next scheduled
Increase in pay. This is also known as the

InCrease

periodic increment date.

29



Personnel Number

B Personnel Numbers are automatically assigned to an
employee and they are never repeated. All previous
employees prior to conversion have been assigned a
Personnel Number through Data Warehouse or HRMS.

B New Employees are assigned new Personnel Numbers.

— They have never worked for the State of Washington.

— They were previously employed with the State of
Washington, but prior to HRMS being implemented.

Note: Be sure to request a new hire check with the DES Service
Center prior to entering a new hire into the system. This can be
done by emailing servicecenter@des.wa.gov

30



Personnel Number - cont’d

B Employees may have two ‘active’ assigned personnel
numbers simultaneously. This is known as concurrent
appointment.

— An employee works in more than one position at the same time in
different agencies or personnel areas or works in more than one position
in the same personnel area when one appointment is hourly and the
other appointment is monthly. HRMS will assign a new personnel
number for the employee’s additional concurrent appointment.

B During a concurrent appointment the employee is
assigned a Primary personnel number for one agency (or
position) and a *reference personnel number for the
other.

31



New Hire Process Flow

New Employee is
hired

Payroll Processor
receives employee
payroll information

—

—>

Personnel
Administration

employee personnel
information

— T~

Payroll Processor
or Benefits
Processor enters )

Information
(payroll master
data or Benefits)

Processor receives a

Legend

D Business Process D PA Processor
Role

HRMS Payroll Processor
Entry Role

Personnel
Administration
processor enters

information (personnel
administration master

data)

32




Hire a New Employee

B Use the Hire action to enter information for an
employee that does not already exist in
HRMS.

B If the employee already has a personnel number in
HRMS, use the Rehire action.

B If the employee already has a personnel number
prior to HRMS you would use the New Hire action
utilizing the personnel number for the employee.

B The Hire action moves you through each
iInfotype which requires certain information to
hire an employee.

33



Hire Infotypes

B Create the following infotypes during the Hire action including:

Actions (0000)

Personal Data (0002)
Organizational Assignment (0001)
Contract Elements (0016)
Monitoring of Tasks (0019)
Addresses (0006)

Planned Working Time (0007)
Education (0022)

Date Specifications (0041)
Additional Personal Data (0077)
Military Status (0081)

Create Time Specifications / Employment (0552)
Basic Pay (0008)

34



New Hire Action

System Help
LR ||

d5Yy RACCESS

B[] [v][4]

=7 123 Favorites

B To create a Hire Action
using the menu path:

[ [:IF"MOM
— Follow Human Resources T
-> Personnel Management ESdanE
- Administration 2 HR = r.
Cross-Application Components
Master Data - Personnel ' S,ﬂ?ﬂiﬁﬁng
AC'“OnS =~ =% Human Resources
2 PPMDT - Manager's Desktop
— Or enter transaction code 7 &3 Personnel Management

= 23 Administration

PA4O In the CO m m an d . HRIE'ﬂ:j[t]E-rF'D:rt:Dnnel Actions
field % PA30 - Maintain

[ PA20 - Display

22 PA10 - Personnel File

(2 PAT0 - Fast Entry

() PA42 - Fast entry: Actions
I (J Info System
I (3 Tools
I (3 Settings

35



New Hire Personnel Action

=

N Durlng the hlre aCtlon, the ;EMasterData Edit ED;D qutr Ugtg% §5tir%s£is;m@ﬂgﬁ =
SyStem aSSIgnS_ the new Personnel Actions
employee a unique
number.
B Field to complete: PEFSOTE 7.
From 12/1/2012
- From (Date Of lee) Fersonnel Actions
. Examp|eZ 1/1/2015 Q;ln;i'rr;pe Fersonnel |EE group  |EE Suhgr___l |E|
B To access the Hire " |change of status ]
. . Concurrent Employment
action, click the box to —|appointment Change i
the left of New Hire. | [QuickHre
_REHII’E - Quick Hire
. SEparation
H CI|ck@| (Execute) to :Reiwe
execute the action. LT
_REtUI’ﬂ from Leave of Absence

Note: A personnel number is not required
to complete the Hire action. 36




Actions (0000)

B The Actions infotype records the || & 3

hire action reason position
number for the employee.

B Fields to complete:

— Reason for Action (use the
matchcode)

— Position

B Click & (Enter) to validate and
populate the following fields:

= Personnel Area
= Employee Group
= Employee Sub-group

B When finished, click & (Enter)
and then click @ (Save).

=
" Infotype Edit Goto Extras System Help

JIH @@ EEE ST

Create Actions (0000)

DD&L& Change info group |

Pers.MNo. 20030161
Start SrOTE0E3 | to 12/31/9988
Personnel action
Action Type U0 Mew Hire &
Reason for Action 02 Probationary
IlI?’Inﬁ:urmatinn
@ Dsfaui values are used by fhe posttion
Position 70094069 OFF ASST 3
Personnel area 2400  Dept/Licensing
Employee group ] Fermanent
Employee subgroup 0B M-OT Elig=40hrsfwk
Additional actions
Start Date Act. IAn::tin:un Type |r’-"u::tF{ IRea
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Personal Data (0002)

B The Personal Data infotype
records data to identify an

employee.

B Fields to complete:

— Last name
— First name

— Middle name (optional)

— SSN

— Date of birth
— Marital status

— Gender

B When finished, click &
(Enter) and then click

(Save).

=

Infotype Edit Goto Extras System Help
K 21 0B €@ CHE ahon PR @
Create Personal Data (0002)
3.2

Personnel Mo. 20030161
Status  Active

Start @1/81+/260609) To 12/31/8899

MName

e =

Last name |ET |

First name | |

Middle name | |

MNickname

Suffix g

Mame

HR data

SSH e Gender

Date of Birth ™ @ Female O Male

Marital Status I Bl Since
- _________________________________|
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Organizational Assignment (0001)

B The Organizational
Assignment infotype records

| &

=
Infotype Edit Goto Extras  System Help

1 dB Qe ERE ST L8 BRE @m

Create Organizational Assignment (0001)

the assignment of an employee r..man [z

In the Organizational Structure.

B Fields required to complete:

— Contract
* Permanent (System Default)

B Optional fields:

— Org. key
— Administrator — Time

B \When finished, click & (Enter)
and then click & (Save).

Status  Active

Start g1/81/26009 to 12/31/9999

Enterprise structure

CoCode WAB1 |  STATE OF WASHINGTCON

Pers.area 2400  Dept/Licensing Subarea

Cost Ctr 2400000000 DEFAULT AGENCY 2¢Bus. Area
Fund

BAHC|  Agencywide

2400| Department of Licensing

Personnel structure

EE group ] Permanent Payr_area 11 Semi-manthly

EE subgroup |06  M-OT Elig=40hrs/wk Contract 02 Probation B
Organizational plan Administrator
Percentage 108 .00 Assignment | PersAdmin
Position 094089 2138 Time

OFF ASST 3 PayrAdmin
Job key sooeez74 100d

OFF ASST 3
Exempt N
Org. Unit 30012882 IClADO

IS\CIOOFFWADMIN
Org.key

39



Delimit Vacancy

A feature used to report vacant positions. Information will be
updated on the Position Vacancy infotype located in

Organizational Management.

— This popup window will appear if the position is vacant or

If multi-filled.

B Click “Yes’ to delimit the vacancy.

Note: If the position is

m Click ‘No’ to not delimit the vacancy. multi-filled select ‘No’.

III:-'DEIimit \acancy
5 70094069 OFF ASST 3

Delimit on

Yes [| Mo || 38 Cancel

12/31/2008

40



Contract Elements (0016)

B The Contract Elements

InfOtype traCkS an Ej[nfntype Edit Goto Extras System Help
status ( ermanent or ~ Create Contract Elements (0016)
non-permanent).
Personnel Mo. 2003581861 Mame PRICE SAGE
. . PersArea |2400 | Dept/Licensing EEGroup |@|Permanent
H Field reqUIred fo PSubarea |BOHC| Agencywide EESubgroup |08| M-OT Elig=40hrsiwk  Status  Active
Complete Start 01/01/2008| to 12/31/9999
Contractual regulations
— Contract type Contract Type 01 Mon-Permanent B
I I . Periods
u Optlonal fleld Probationary Period 6| Maonths El

— Probationary period

B \When finished, click &
(Enter) and then click
(Save).

41



Monitoring of Tasks (0019)

. The Monltorlng Of TaSkS I:Ulﬂfﬂ’f!r'pe Edit Goto Extras System Help
Infotype tracks the dates @ 2100 SO CHE Do BE G
on which an emp|0yee Create Monitoring of Tasks
&
moves from non- gialle

Personnel Mo, | 20030161 Mame PRICE SAGE
permanent Status to PersArea 2400 DeptLicensing EEGroup |B) Permanent
PSubarea |QBHC| Agencywide EESubgroup (86| M-OT Elig=40hrsiwk  Status  Active
permanent status.
Task
1 . Task Type Frob perto expire g
. Flelds to Complete Date of Task A7/ a1 /2009 Processing indicator Mew task e
— Reminder Date or -
— eminder
! Reminder Date A6/ 242000
— Lead/fO”OW_up tlme Leadfollow-up time For specific task type e

B \When finished, click &
(Enter) and then click
(Save).

42



Addresses (0006)

B The Addresses infotype records and

stores address data on an employee.

B Fields to complete:

— Address type

» Permanent residence (required)
— Street/House no.
— Postal code (Zip Code) / City
— Office/region (State)

— County code
— Telephone number

B This information is used to:
— Calculate tax rates

— The Permanent residence type is used tc
send benefit information to Department
of Retirement Systems and Heath Care

Authority

fatvne  Fdit (Gntn Fwtraes  Swetem Heln

fm_gpe Edit Goto Extras System Help

BB €@ DEEIBHa8

_L__

I Create Addresses (0006)

IS

F Personnel No. 20030161 MName
F Persfrea 2400 Dept/Licensing
£ PSubarea |0BHC Agencywide

Start 01/01/2008| to

PRICE SAGE
EEGroup (8| Permanent
EESubgroup |06 | M-OT Elig=40hrs/wk
12/31/8899

_| Address
Address type 1 Permanent residence &
Street and House No. 4446 SPRING STREET

2nd Address Line

Postal Code/City 98506 LACEY
Country Key US USA g
Office/region WA Washington
County code 34 Thurston County

rrrrrrr

Telephone Number

| Communication
Cormmunication 1 CELL 360 888-1234

e i lall o

B When finished, click & (Enter) and then

click (Save).

43



Communications (0105)

B The communications =

|nf0t e |S used to Infotype  Edit Goto  Extras  System  Help
yp ) - CEe LHE Dooas DR @@
establish the Create Communication (0105)
employee’s email
Personnel Mo, |40000539 Mame SMITH JOSEPH
address to be used Persarea (3021 | DSHS Region 1 EEGroup |8 Permanent
. FSubarea Qoo1 | Mon Represented EESubgroup (06| M-0OT Elig=40hrshwk  Status — Active
B Field to Complete: Start D6/01/2012| to  [12/31/9999
- ID/number Communication
Type go1a E-mail
B When ﬁniShed CIiCk ID/numBer | | JOSEPH. SMITHEDSHSREG. WA . Gowl |
]
(Enter) &

and then click
(Save).

Note:

If you do not know the employee’s email address at
time of hire, click the next record button to move to
next infotype. 44




Planned Working Time (0007)

B Fields to complete:

— Work schedule rule
— Time Mgmt status

— Additional time ID

— Employment percent
— ACA Status Code

— Time Type Override*

B When finished, click g
(Enter) and then click
(Save).

* Note:

The Time Type Override box is
to only be used by agencies
who intend to use TLA

T Infotype Edit Goto Extras System Help
(V] 48 e@e CHR 80 4o80 BE @

Create Planned Working Time (0007)

H R é’; EWork schedule

Personnel No.

2400 Dept/Licensing

PSubarea 00HC Agencywide
=

200000324 MName FRICE SAGE

PersArea EEGroup 0| Permanent

EESubgroup |06 M-OT Elig=40hrs/wk 5tatus Active

Start [

Work schedule 77

Work schedule | ACA Status ... Short Descript.

Time Mgmt stat] Mot Assigned

Part-time em{ Y1 Average 130 Hrs or more per month

Y2 Average 130 Hrs or more per month (Edu Org Employee)

Working time | Y3 Average 130 Hrs or more per month (Seasonal Employee)
N1 Average less than 120 Hrs per month

Employment pe "o
Daily working hg

. M3
Weekly working

Average less than 130 Hrs per month (Edu Org Employee)
Average less than 130 Hrs per month (Seasonal Employes)

Monthly working hrs 174.00 Min. Max.
Annual working hours 2080.00 Min. Max.
Weekly workdays 5.00

Additional fields
ACA Status Code Y1
Time Type Qverride

Average 130 Hrs or more per month
No Override



Available Work Schedules:

B There are more than 50
work schedules in HRMS.

B Typically, the work schedule
IS based on a 40-hour
week, but HRMS
accommodates non-
traditional schedules.

— Rotating work weeks

— Altered work days (flex
schedules)

— Shortened work weeks
— 24/7 schedules

I@Restrict Walue Range (1} 53 Entries found

12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999
12/31/9999

B2 CAE [ EE

ES grouping: 2

Holiday Calendar ID: 5C

PS grouping: 10

W5r... 1Wnrk schedule rule text |PWS|Start Date |End Date
FULL 5-8s: M-F 8 hpd P001 01/01/1990
R0O03 5-8s: T-St. 8 hpd F003 01/01/1990
R0O05 5-8s: W-Sn, 8 hpd P005 01/01/1990
ROO7 5-8s: Th-M. 8 hpd FO0T 01/01/1990
R0O09 5-8s: F-T, 8 hpd F009 01/01/1990
RO 5-8s: St-W. 8 hpd FO11 01/01/1990
R013 5-8s: Sn-Th, 8 hpd P013 01/01/1990
R015 4-10s: M-Th. 10 hpd F015 01/01/1990
RO1T 4-10s: T-F. 10 hpd P017 01/01/1990
R019 4-10s: W-St, 10 hpd F019 01/01/1990
R021 4-10s: Th-5n, 10 hpd F021 01/01/1990
R023 4-10s: F-M. 10 hpd F023 01/01/1990
R025 4-10s: St-T, 10 hpd F025 01/01/1990
RO27 4-10s: Sn-W., 10 hpd F027 01/01/1990
R0O30 24/7: M-Sn, 24 hpd F029 01/01/1990
R031 4-9s/4: M-Th 9, F 4 F031 01/01/1990
R032 4-9s/4: M-Th 9, Sn 4 P032 01/01/1990
R033 4-9s/4: TF 9, 5t4 F033 01/01/1990
R035 4-9s/4: W-5t 9, Sn4 P035 01/01/1990
RO37 4-9s/4: Th-Sn 9. M 4 F037 01/01/1990
R039 4-9s/4: F-M 9, T4 P039 01/01/1990
RO41 4-9s/4: St-T 9, W 4 F041 01/01/1990
R043 4-9s/4: Sn-W 9, Th 4 F043 01/01/1990
R045 2WkM-Th 9, F 8, 2nd F O PO45 01/01/1990
RO47 2Wk: M-Th 9, F 0, 2nd F & P047 01/01/1990
R049 2Wk: M-F 9, 2nd Th 8, F 0 P049 01/01/1990
R051 2Wk: M8, T-F 9, 2nd M0 PO51 01/01/1990
R053 2Wk: MO0, TF9. 2nd M8 P053 01/01/1990
R055 2Wk: M-Th 9.F8.2nd M 0.F9 P055 01/01/1990

46



III? Subtypes for infotype "Educati

Education (0022)
m The Education subtype indicates |:||:|m”t“f”f@| ||9E|
the type of education the employee T FESIeED
has achieved. Note: To skip this e
B Fields to complete: infotype, click |E 04 Some College-2Qtrs+
(Close) t.o move to g: gjlgfgcriej Y1 Degree
— Start the next mfotype_ 07 Some Grad Work
—To Y Dearee
_ Educatlon/tralnlng |Ej[nfnt3.rpe Edit Goto Extras System Help
Insti I . | & 290 Qee DHB Dno0 BE @)
— nStI.tL.Ite ocation Create Education (0022)
— Certificate EE
. Use the Educatlon InfOtype to Personnel Mo. 20830181 Mame PRICE SAGE
document the detalls regardlng Persfrea |2400| Dept/Licensing EEGroup |8 Permanent

education the employee has PSubarea |BEHC | Agencywide EESubgroup |0B|M-OT Elig=40hrsiwk ~ Status  Active
received. Start 12/01/1996] to  |89/61/1998

B \When finished, click & (Enter)
: Educational est. 05|  AA Degree
d (Save)
and then CIICk Save ’ Education/training 5 Business Administration E
Instituteflocation Fierce Community College
Country Key LS USA B
Certificate 16
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Date Specifications (0041) - cont’d

B The Date
Specifications
Infotype
documents
Important
employee dates
In employment
history.

B Dates will
default to the
effective date of
the New Hire.

|II3'

L

Infotype Edit Goto Extras System Help
1B I¢ea@ SHE STa0 BEE @

Change Date Specifications (0041)

Personnel Mo. 20030181
PersArea |2400 Dept/Licensing
PSubarea |DOHC| Agencywide

Start B1/81/2008|  to

PRICE SAGE
EEGroup |8 Permanent
EESubgroup 06 M-OT Elig=40hrs/wk  Status  Active
12/31/9999 Chng |61 /21 /2009 ||JANETP

Mame

| Date Specifications

Date type Date Date type Date

01 Anniversary Date a1/01/2008 02 Appointment Date 61/@1/2009
03| Original Hire Date 61/81/2008 05| Seniority Date 01/81/2008
07 | Unbroken Srvc. Date ©1/01 /2009 12| Prsnl HolidayElgblty 61/01/2003
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Date Specifications (0041)

B HRMS allows up to 12
date types for each
record.

B To add another Date
type such as 09Vac Lv
Frozen Up To

1. Click the[ﬁiI
(Matchcode) in the

next available Date
type field to open
selection list.

2. Double-click to select.
3. Enter date eligible.

| @

=
=
Infotype Edit Goto Extras System Help
T dH @@ SRE SDDO0 EE o

Change Date Specifications (0041)

=

Personnel Mo 20030161
Persfrea |2400| DeptiLicensing
PSubarea |0EHC | Agencywide

Start G1/01/72009 to

PRICE SAGE
EEGroup |0| Permanent
EESubgroup |86 | M-OT Elig=40hrs/wk Status  Active
12/31/9999| Chng |81/28/2809 | JANETP

MName

Date Specifications

Date type Date Date type Date

31| Anniversary Date a1/01/2009 02| Appointment Date a1/01/2008

A3 Original Hire Date a1/601/2009 05 | Seniority Date 01/01/2008

A7 | Unbroken Srvc. Date a1/01/2009 09| Vac Lv Frozen UpTo a7/a1/2009
3

18| Prenl HolidayElghblty a1/e1/200
. SR .

B When finished, click @ (Enter)

and then click® (Save).

49




Date Specifications -
Adjusting Service Dates

B You can adjust the service dates for employees who have
worked in other covered jurisdictions (if appropriate), higher
education institutions or have served in the military.

— Although these positions are not former
appointments within State of Washington, the work
period is recognized by the State for recording
purposes.

B Adjusting service dates is important since layoffs are or will
be governed by a combination of seniority and performance
(as defined by each agency).
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Additional Personal Data (0077)

=
Infotype Edit Goto Extras System Help

| & 118 @ CHE aDoD BE
B The Additional Personal Data Create Additional Personal Data (0077)
infotype documents an
yp Start EIHEIHZEIEIBTU 12/31/9988

employee’s Equal Employment

Opportunity (EEQO) information.  [assiessseivae

Ethnic origin 01 White/Mot Hispanic origin =~
. . Ethnicity(Mew) EZ Mot Hispanic/Latina El
B Fields to complete:
Race Data
. _ ¥ |Race Category
- Et h n I C O r I g I n [ American Indian/Alaskan Native

.. [J Asian
- Et h NICI ty (NeW) [ Black or African American

[] Mative Hawaiian or Other Pac Islander

ap= =]

— Race Category White
» o] | (0o
— Mil |tary status Military stotus 141 yr + whonor disc <8500 2|1 yr + w/honor disc <5

() Exempt from EEQ

— Veteran status

. e Veteran Status Disability
— Disabil |ty Discharge Date  |07/21/1998 O Disability
[ Special disabled veteran Disability Date
[ Vietnam-era veteran Date Learned

B When finished, click & (Enter) | Do vaear

Recently separated veteran

and then CI ICk (Sav e) . [ Armed Forces Service Medal Veteran

[]Disabled Veteran
[JMon-veteran
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Military Service (0081)

|II=’

B The Military Service @

Infotype Edit Goto Extras System Help

2,40 ICER CEHEI DDA EHE @

Infotype tracks the

Create Military Service

branch of military
service the employee
participated in.

2=

Personnel Mo. 20000082
PersArea |2400 Dept/Licensing
PSubarea |BOHC|Agencywide

Mame

EESubgroup |06 M-OT Elig=40hrs/wk

PRICE SAGE
EEGroup |8 Permanent
Status  Active

. Sta @7/21/1998| To 12/19/2008
B Field to complete: < = -
Military/non-military service
— Start/ To Senice type o
— Service type ST... [Name
: 01 United States Marine Corps
- 04 ) US Alr Force 02 United States MNawvy ’
. . . 03 United States Army
| When f|n|Shed, CIle ﬁ I[J-ﬂ- United StEltea Air Force |
. 05 Mational Guard
(Enter) and then click [

(Save).
Note: The Start/ To dates should

reflect the employee’s military service
dates listed on the form DD 214.
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Time Specifications / Employment Period
(0552) -

Infotype Edit Goto Extras System Help

: e | & 1 4Be@e DHE DDOD B @B
u The Tlme SpeCIfl.CatlonS / Create Time Specification/Employ. Period
Employment Period FEp=E

infotype tracks any military pesomeine [aocaoeo2  jame  pRICE SaeE

i PersArea | 2400 Dept/Licensing EEGroup |0 Permanent
SerVICe dates and the PSubarea |0OHC| Agencywide EESubgroup |06 M-OT Elig=40hrsiwk  Status  Active
. . . Start a7/21/1998| To 12/19/2008
resulting time spent in the __
: Time specifications/employment period gg‘;n:?fssa:eszia:pnt%z
SerVICe . Time spec. DEGS Military service / non-military senice and not accuratg
[ Do not evaluate '
B Fields to complete: e — _
Duration of validity period Imputable period
Years 10 Years 10
_ Start (01/21/1999) : i
Days 29 Days 20
_ To (02/01/2002)

— Imputable period (Years,
Months, and Days)
.. . Note: The Start / To dates should
B \When finished, click & orS: L 1e St 10 fates ST

- reflect the employee’s military service
(Enter) and then click dates listed on the form DD 214.
(Save).
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Basic Pay (IT0008)

B The Basic Pay

&
Infotype records pay %

scale and salary
iInformation for an
employee.

B Fields to complete:

— Reason — (19 Initial

Appointment)

— Next Increase —
(optional)

— PS Level

— Capacity utility
level (defaults in)

=
I g |t B Lt Il b Codemnnm e [HN N
=

1 Infotype Edit Goto Wage types Extras System Help

/] D AH @@ S HE Sno8 HE @m

7= Create Basic Pay (0008)

@ @ | Salary amount || Payments and deductions |
P bersonnel No.  [26038161 Name PRICE SAGE
= PersArea 2400 Dept/Licensing EEGroup |8 Permanent
2E] PSubarea |OOHC| Agencywide EESubgroup |06 | M-OT Elig=40hrs/wk Status  Active
St stan 01/81/2089| to  [12/31/9998
SU  Subtype ] Basic contract
Pai| Pay scale
E Reason 19 Initial Appointrment Capacity Util. Level 100.00
Ps| PS type 61| WFSE Work hours/period 87 00| Semi-monthly
pe| PS Area 01 Standard Progression MNext increase a7/01/2009
E PS group 31 Level |A Annual salary 25,932 .00 |USD
Wa Wa |‘u"u’age Type Long Text IO IAmDum ICurre IIn I.."—\ INumber.fUmt |Un|t ﬂ
100 1003 Pay Period Salary 1,080.50 Ush I
UsD
UsD
UsD
UsD
UsD [=]
.. . UsD =]
B When finished, click @& |_“~— o
? K
—— IV |61/28/2009| - 12/31/9998 EE' 1,080.50 |UsSD
IV [B1/28/2009( - [12/31/9988 |i“_}| 1,080.50 |UsSD

(Enter) and then
click @ (Save).

Note:

New hires that start at the first step of their range receive their first PID at

siXx months.
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Personnel Administration / Payroll Handoff

B At this point in the Hire action, the employee is created in
HRMS and the system generates a Personnel Number, but
the employee cannot be paid yet.

B You are responsible for following your agency procedures on
completing the New Hire action beyond this point.

B The Payroll Processor or Benefits Processor is responsible
for completing the following infotypes:

— Bank Details
— Recurring Payments / Deductions
— Create Unemployment State

— Withholdings Info W4 / W5 US

— Additional Withholding
— Benefits Enrollment

After saving Basic Pay (0008), HRMS
will automatically return you to the
Personnel Actions screen. o5




Restarting an Action

B During the New Hire, the Personnel Administration (PA)
Processor may find themselves needing to stop in the
middle of the Personnel Action transaction (PA40). In this
case, the last infotype that was saved is where the PA
Processor will continue.

— This can be done when completing any of the Personnel
Action such as the Rehire, Appointment, Separation, etc.

— By restarting an action, it ensures that all infotypes are
completed.
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Restarting a Personnel Action

|l:l7

B To restart a Personnel action [T B e S

K E &ae 2 HE
use the menu path: SAP Eagy ACCEss
B ~][-]

— Follow Human Resources - > & Favorites

0 PA/OM
Personnel Management - > O Financlals

Administration - HR Master Dy oome

. = & SAP
Data = Personnel Actions e

[ (3 Cross-Application Components
I (3 Logistics

. ' OO Accounting

— Or enter transaction code PA40 ~ €1Human Resources

. . @ PPMDT - M 's Deskt
N the CO mMman d f|e|d ~ 3 Personnel h:::ag:;:*lenis *

= = Administration

= & HR Master Data

S DARN - Mainta
> PA20 - Display

2 PA10 - Personnel File

&2 PA70 - Fast Entry

2 PA42 - Fast entry: Actions
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Accessing the New Hire/Rehire Action

=

HRE Master Data  Edit Goto Extras  Utilities(hM)  Settings  Systerm  Help
- Apersc_)nnel number & A H eE@ DHE OHDhon BE @
IS reCIU|red to [@E] Personnel Actions
complete the New
Hire or Rehire
action Personnel no. 40000637
] Mame  |HAM LOLA
Persires |2400| Dept/Licensing EEGroup|0| Permanent
H TO access the PSubarea [BOHC| Agencywide EESubgroup |08| M-OT Elig=40hrsiwk  Status  Active
. . From
action, click the box
to the Ieft Of' NeW :_'_Zr_t?;;};l:pf:mmns Personnel |EE group  |EE subgr_nl E|
lee or Rehlre' gightsgengt!tus %
] :Cuncurrent Employment
B Click ® (Execute) | fpeerimentcnnce .
to execute the Renre - Guick i

action. Renre_|

Leave of Absence - ACtive
Leave of Absence - Inactive
Feturn from Leawve of AbsSence
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New Hire/Rehire action

=
| Infotype  Edit Goto  Extras  Systemm Help

B From Actions (0000) click le 1B eee CHE Beos D @

Change Actions (0000)
I|® Execute info group I|é’ Change info group |

(ExeCUte I nfo Pers.No. 40000235

Marne FHILLIPS MICHAEL

(Es Execute info group

PersArea 1080 Office of Financial kMgt EEGroup |B| Civil Service Exempt
g ro u p FPSubarea (0001 | Non Represented  EESubgroup |00 Hourly (H) OT Exempt Status  Active
Start 10/01/72011 to 12/31/9998 Chng (1140372011 [PATTYO
B The following warning message will |
Action Type L5 Appointrnent Change [=]
Reason for Action B8 [=) Transrer
appear. S
Employment 3 Active i
IE:"EXECLITE info group Organizational assignment
Fosition Tooas11o W POL ANALYST
. L Personnel area 1080 Office of Financial Mgmt
@ Warning: Personnel action infotype not saved EmElsyEe graus o il Gardiee Bk
with ‘execute info group’ function! Employee subgroup oo Hourty (H) OT Exempt
.............................. Additional actions
Y4 Continue [ m Back | Start Date  |Act. [Action Type [actR  |Reason for action

1070142011 U3 Appointment Change 55 Transfer

B Click i# Continue E(Continue) an

Note: Notice message on the
status bar of ‘Person already hired’

& Person already hired |
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New Hire/Rehire action

B As mentioned before, because the action has already been
started you will begin from the last infotype saved.

B Once the Infotype Group Is executed, you will have to click
2 (Next Record) until you reach the appropriate infotype.

=g
| Infotype Edit Goto Extras  System Help

@ 2190 €0 SHE aDL0 AR @m
Copy Organizational Assignment (0001)

Org Structure

Fersonnel Mo, AQDMONZ S5 Marne FHILLIFS MICHAEL

FPersArea 1050 Office of Financial Mgmt EEGroup |B | Civil Service Exempt
PSubarea 0001 Mon Represented EESubgroup (00 Hourly (H) OT Exempt Status  Active
Start ho/o1/2011 t|:| 12/31/9999
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HRMS Activity
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Change Entry
Date




Change Entry Date- New Hire

B To change the employee’s
start date after the hire
action has been completed
AND payroll has not been
processed, use the Change
Entry/Leaving Date
transaction PA41.

B From the Change
Entry/Leaving Date screen,
click @ (Execute).

B Enter new date in Start
field, click & (Enter) and
then click E (Save).

=
HR Master Data Edit Goto System Help

G 3| dEHQO@  CRE D0a8 EE @I

Change Entry/Leaving Date

______

Personnel no.
Name ALLEN VICTORIA
PersArea |3570 Dept of Early Learning

PSubarea [P001|Mon Represented
=4

EEGroup |@| Permanent

EESubgroup 06| M-OT Elig=40hrs/wk  Status  Active

Infotype Edit Goto Extras System Help
| @ 100 eae SHE aDan AE @l

Change Actions (0000)
DD@ |@ Execute info group ||é’ Change infa group |

Pers.MNo. 5088160

MName ALLEN VICTORIA
Persfrea |3570| Dept of Early Learning
PSyharea G051 Man Benrecented

EEGroup |0 Permanent
EESubgroup |06 M-OT Elig=40hrsfiwk  Status  Active
12/31/9999 Chng |02/18/2008 || JANETP

Start 03/01/2009 to

Personnel action

Action Type U0 New Hire g

Reason for Action 02|  Probationary Appointment

Status

Employment 3 Active T
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Change Entry Date — New Hire

I Postpone action

B Select all infotypes that will [ g

need to be changed. -

. C“Ck i (CO nt| nue (Enter)) . I|:f:;vpe|TrZ$rds [Sub [Start [End [New start  [New end ﬁ

0001 Organizational Assignment 02/16/2009  12/31/9999  03/01/2009  12/31/9999 [-]
" |0006  Addresses 1 02/16/2009 12/31/9999  03/01/2009 12/31/9999 [
. P o) Stp one aCtl on d | al o) g WI | | 0007 Planned Working Time 02/16/2008  12/31/9999  03/01/2009 12/31/9999
0008 Basic Pay 0 02/16/2009 12/31/9999  03/01/2009  12/31/9999
. : " l0009  Bank Details 5 0216/2009 12/31/9999  03/01/2009  12/31/9999
a p p ear y C I IC k | o Continue | " 0016 Contract Elements 02/16/2009  12/31/9999  03/01/2009  12/31/9999
. " l0041  Date Specifications 02/16/2009  12/31/9999  03/01/2009  12/31/9999
(CO N t| NnNu e) . " loo77  Additional Personal Data 02/16/2009  12/31/9999  03/01/2009  12/31/9999
| [0207 Residence Tax Area 02/16/2009  02/28/2009  03/01/2003  03/01/2009
B [nformation dialog will | JE=Fompone s
appear, CI I Ck f (CO n tl n u e) . | ] @ Only the selected infotype records will be moved

See OLQR User Procedure, NEW | (@ vy st sssing meois s changes
Hire Action — Change Entry Date for
more information.
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Rehire Overview

Upon completion of this section, you will be able to:

B Describe the difference between a Hire action and a
Rehire action.

B Navigate through the Employee Rehire infotypes and
understand the importance of the information in each

infotype.
B Complete a Rehire action in HRMS.
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Rehire an Employee

B Use the Rehire action for previous state employee and their
Personnel Number exists in HRMS.

— You have the abllity to search for the employee in HRMS from the
Personnel Actions screen (PA40).

B During the Rehire action, infotypes that were created from the
previous appointment will have fields that are already
completed. You will need to review and update these fields if

necessary.

— Example: The Addresses infotype (0006) will have the address
from the employee’s last appointment.
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Rehire Infotypes

B Update the following infotypes during the Rehire action
Including:

— Actions (0000)

— Personal Data (0002)

— Organizational Assignment (0001)
— Contract Elements (0016)

— Monitoring of Tasks (0019)

— Addresses (0006)

— Planned Working Time (0007)
— Education (0022)

— Date Specifications (0041)

— Additional Personal Data (0077)
— Basic Pay (0008)



Rehire from different Agency

B \When rehiring an employee who was not previously employed at the
your agency, you will need to perform the following to update the
employee’s organizational record to reflect your agency:

— PA40/ PRNR/ REHIRE
— Update the Actions(0000) and Save
= Green check the delimit message to continue
— Update the Personnel Data (0002) and Save
= |If no updates click next record
— Update the Organizational Assignment (0001) and Save
— Make selection of Delimit Vacancy
— Close the sub-type for the Education Infotype

B Once you closed the Education Infotype, HRMS will kick you out of
the Rehire Action

B You must restart the Rehire Action to complete the rehire.
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|II:'

- - Extras System Help
Rehire Action le o S| coe omR

"SAP Easy ACCess
B To create a Rehire Action using o= ~|

b O PA/OM
— Follow Human Resources > S onaneee
ime Management
Personnel Management - > (1 Payroll
.. . ~ O SAP

Administration 2> HR Master > Coffice

Data 9 personne| ACtiOﬂS I (7 Cross-Application Components
b (37 Logistics

I (J Accounting
= 1 Human Resources

— Or enter transaction code © PPMDT - Managers Deskiop
. : k4 ersonnel Managemen
PA40 in the Command field < €9 Administration

2 PA20 - Display

© PA10 - Personnel File

2 PA70 - Fast Entry

? PA42 - Fast entry: Actions
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Rehire Personnel Action

A Personnel Number is
required to rehire an
employee.

Fields to complete:

— From (Date of Hire)
— Personnel no.

To access the Rehire action,
click the box to the left of
Rehire.

Then click @ (Execute).

Persarea 2350 Dept of Labor & Industries

=

| HRE Wlaster Data Edit Goto Extras  Utilities(Wl)  Settings  System  Help

| 100 Qe Uk Dnon HE @F
Personnel Actions

PErSONNEl no. 40000459

Mame MCDOMALD CECELIA

EEGroup |0 | Permanent

FPSubarea DOHA | 'WFSE Agencywide EESubgroup 06| M-OT Elig=40hrsfals  Status  Withdrawn

From

11/1/2012 |

Personnel Actions

Action Type

e Hire

Change of Status
concurrent Employrment
Appointment Change
uick Hire

Rehire - Quick Hire
Separation

=ehire: |

Leave of Absence - Active
Leave of AbsEnce - Inactive

Return from Leawve of Absence

Personnel |EE group  |EE subgr | H
[«]

|[4]
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Actions (0000)

B Fields to complete:

— Reason for Action (use

matchcode)
— Position

B Click & (Enter) to validate and
populate the following fields:

— Personnel Area
— Employee Group

— Employee Sub-group

B When finished, click & (Enter)
and then click B (Save).

=g
| Infotype  Edit Goto Extras  System  Help

| & 2100 eae CHE nnon IR QB

Copy Actions (0000)

DD |@ Execute info group ||;§9 Change info group |

Pers.Mo. 40000459
rarmne MCDONALD CECELIA
PersArea |2350) Dept of Labor & Industries

EEGroup |0 | Permanent

PSubarea DOHA [YWFSE Agencywide EESubgroup |08 M-OT Elig=40hrsiwk Status  Withdrawn

Start 11/0172012 tD 1273179938

Fersonnel action

Action Type LIE Rehire El

Reason for Action £

Status

Ermployment 3 Active E
Organizational assignment

Fosition 93999999)  Integration: default posi

Personnel area 23501  Dept of Labor & Industries

Employee group o Permanent

Employee subgroup 06 M-0OT Elig=40hrsdnk

Additional actions

|Stan Date |Act. |ActinnType

|ACTR |Reasnn far action
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Delimit Message

B The delimit message will appear when validating
the information entered on the infotype. The
message reads “Record valid from XX/XX/XXXX
to XX/XX/XXXX delimited at end”.

G} Record valid from 06/01/2008 to 12/31/9999 delimited at end

B Continue to @ (Enter) through message until the
“Save Your Entries” prompt appears.

& Save your entries

73



Personal Data (0002)

W For a rehire, verify and
correct any data on this
Infotype.

B When finished, click &
(Enter) and then click @
(Save). If information is
correct, do not save
and click & (Next
Record).

=g

Infotype  Edit Goto  Extras  System  Help

&

3 dH Q@  CRE DDO8 I EE @m

Copy Personal Data (0002)

Personnel Mo.

40000459
PersArea |2350| Dept of Labar & Industries
PSubarea |[OOHA | WFSE Ag

Mame

MCDOMALD CECELIA

EEGroup |0 | Permanent

encywide EESubgroup B8] M-OT Elig=40hrstwk  Status  Active

Start 11501 £2012 TD 12431739398
|Mame
Title g
Last name MCDOMNALD
First name CECELIA
Middle name
Mickname
ST B
Mame MCDOMALD CECELIA
HR data
S5h BAQ-10-1409 Gender
Date of Birth 01/23/1966 @ Female O Male
Marital Status Single @ Since
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Organizational Assignment (0001)

B Fields to complete:

— Contract
= 02 Probation

B Optional fields:

— Org Key
— Administrator (Time)

B \When finished, click &

(Enter) and then click
(Save).

=

Infotype  Edit Goto Extras  System  Help

& B

JTBICae SHE D040 HE @0

Copy Organizational Assignment (0001)

Personnel Mo. 40000459

PersiArea |2350|Dept of Labor & Industries
PSubarea |OOHA | WFSE Agencywide EESubgroup (06| M-OT Elig=40hrsiwk  Status

2f (=]

Start 11701 /20

Mame MCDOMALD CECELIA
EEGroup | Permanent

Active
12/31/9999

Enterprise structure

CoCode WAGT|  STATE OF WASHINGTOM

FPers.area JoeER|  DEHS Headguarters Subarea ooe Mon Represented

Cost Ctr J000000000| DEFAULT AGEMC.. Bus.Area |3000| Dept of Social & Health 5.
Fund

Personnel structure

EE group E] Permanent Payr.area 11 Sermi-monthly

EE subgroup |01 Monthly() OT Exempt | Contract Permanent ] |

Crrganizational plan

Percentage |100.00
Position 71014043
Joh key (E]e]]elclelE]E]
Exermpt

org. Unit 30012250
org.key 1105

Administrator

Assignment | FPersadmin
WYIKT 2 Time OA1 | MAATDPS/LACEY
HUMARN RESQLURCE .. PayrAdmin

EXEC HRD
EXEC Human Resour..
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Delimit Vacancy

A feature used to report vacant positions. Information will be
updated on the Position Vacancy infotype located in
Organizational Management.

— This popup window will appear if the position is vacant or
If multi-filled.

B Click "Yes’ to delimit the vacancy. Note: If the position is
multi-filled select ‘No’.

B Click ‘No’ to not delimit the vacancy.

III? Delimit Vacancy
5 71014043 HUMAMN RESOURCE CONSULTANT 4

R —_ . - -

Delimit on B3/31/2010

Yes || Mo [| 3® Cancel
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Contract Elements (0016)

The Contract Elements infotype tracks an employee’s state status

(permanent or non-permanent).

=

B Fields required to complete:

— Contract type
B Optional field

— Probationary period

B \When finished, click &
(Enter) and then click

(Save).

| &

Infotype Edit Gote  Extras  Systern  Help
2 @@ EEHE D008 EE @

Copy Contract Elements (0016)

FPersonnel No. | 40000453 Mame

PersAres |3000|DSHS Headguarters
PSubarea |0001 | Mon Represented  EESubgroup |01 Manthiy(h) OT Exe..

Start 11:’01;’20121:0 12/31/9983

MCDONALD CECELIA

EEGroup |@| Permanent
Status  Active

Contractual regulations
| Contract Type

01 Mon-Permanent EI

Periods

7]

Frobationary Period
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Monitoring of Task (0019)

B The Monitoring of Tasks
Infotype tracks the dates
on which an employee
moves from non-
permanent status to
permanent status.

B Fields to complete:

— Date of Task

— Processing indicator g

— Reminder Date

B When finished, click &
(Enter) and then click
(Save).

Ej[nfutype Edit Goto Extras  System  Help

G 1 dHICEe SHE BTO0 EHE @D
Create Monitoring of Tasks (0019)

Fersonnel No.  |40000453 Mame MCDOMALD CECELIA

PersArea |3000| DSHS Headguarters EEGroup |B| Permanent

PSubarea |B001| Non Represented  EESubgroup |81 Monthly(M) OT Exe..  Status  Active

Task

Task Type 01 Prob per to expire &

Date of Task A5/01 /2013 Frocessing indicator Mew task g
Reminder Date 41672012

Lead/follow-up time For specific task bype, g
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Addresses (0006)

B For a rehire, verify and
update any data on
this infotype.

B \When finished, click &
(Enter) and then click
(Save).

=
Infotype Edit Goto  Extras  System  Help

& n dB @@ EHRE BDO0 EE @ b

Copy Addresses (0006)

Personnel No. | 40000459 Name MCDONALD CECELIA

PersArea |3000| D5HS Headguarters EEGroup |0 | Permanent

PSubarea 0001 | Mon Represented  EESubgroup (81| Monthly(M) OT Exe..  Status  Active
Start 11 /01 ¢/ 201 2} (=) kin] 12/31/9998

[pddress

1 Permanent residenc.. gl
1485 CALDWELL RD

Address type
Street and House Mo
2nd Address Line

Fostal Code/City 98503-3721| [LACEY
Country Key Us USA B
OfﬂCEJ"I’EQiDﬂ [ Washington
CDUHW code 24 Thurstan CCIUﬂtY
Telephone Number 3606646400

Comrmunication

Comrunication 1
Comrunication 2
Comrunication 3
Comrunication 4
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Communications (0105)

B The communications =

|nf0t e |S used to Infotype  Edit Goto  Extras  System  Help
yp ) - CEe LHE Dooas DR @@
establish the Create Communication (0105)
employee’s email
Personnel Mo, |40000539 Mame SMITH JOSEPH
address to be used Persarea (3021 | DSHS Region 1 EEGroup |8 Permanent
. FSubarea Qoo1 | Mon Represented EESubgroup (06| M-0OT Elig=40hrshwk  Status — Active
B Field to Complete: Start D6/01/2012| to  [12/31/9999
- ID/number Communication
Type go1a E-mail
B When ﬁniShed CIiCk ID/numBer | | JOSEPH. SMITHEDSHSREG. WA . Gowl |
]
(Enter) &

and then click
(Save).

Note:

If you do not know the employee’s email address at
time of hire, click the next record button to move to
next infotype. 80




Planned Working Time (0007)

2 |Infotype [Edt Goto Extrgs System Help

B Fields to verify/complete: g S ETCe R SRR PR R ToR

Create Planned Working Time (0007)

E@ B 2 [work schedule

— Work schedule rule
» Full — M-F 5-8s (Default)

Personnel No. 40000459 Name MCDONALD CECELIA
1 PersArea 3950 Eastern Wa St Hist Society EEGroup 0! Permanent
_ TI m e M g mt Stat u S PSubarea 0002 WMS , EESubgroup 01 Monthly(M) OT Exe.. Status Active
™ 9 9 T| me eval uatlon Of Start :05/01/20141_:[3 To |12/31/9939
planned times (Default) Work schedule rul
.. . Work schedule rule FULL 5-8s: M-F 8 hpd
- Ad d |t| O n al tl m e I D Time Mgmt status 9 9 - Tme evaluation of planned times v
Part-time employee Additional time ID
— Defaults to blank
Working time
— Employment percent Eroloyment percent [ 100.0: p—
Dally working hours Min. Max.
100 (Defau It) Weekly working hours 0.00 Min. Max.
— ACA Status Code St o =
— Time Type Override* PR
B When finished, click & e
. ACA Status Code Not Assigned
(Enter) and then CIle Time Type Override No Override

(Save). * Note:

The Time Type Override box is to only be 81
used by agencies who intend to use TLA



III? Subtypes for infotype "E

.
Education (0022
( ) <[ [RG8[] |
|Educ. est. text |
B Use the Education Note: To skip this B8 Vo Schoo wio 5.
infotype to document IIS57pE, GIE B <o Cotoe 200
the detail di (close) to move to 05 AA Degree
€dade _a' S regarding the next infotype. Mot
education the employee | Firmrmiieee
09 Other Master Degree

has received. =
| Infotype Edit Goto Extras System Help

B When finished, click g |freateEducationE IH eee CHE ahhn DR QB

(Enter) and then click FER

(Save) . Personnel Ma. 400600458 Mame MCDOMNALD CECELIA
PersArea |[3000 DSHS Headquarters EEGroup |@| Permanent
PSubarea |B0001| Mon Represented EESubgroup 81 Monthly(M) OT Exempt Status  Active
Start K4 to K4

Educational est. 01 High School or GED
Education/training

)

Institute/location
Country Key Us USA g
Certificate
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Date Specifications (0041)

B The Date Specifications

Infotype documents
Important dates Iin
employment history.

B All previous dates will
default and may need

=
| Infatype Edit Goto Extras  System  Help
K 2 0B CHE 0L PR Qm

Copy Date Specifications (0041)

Personnel Mo.  |40000453 Marme
PersArea (3000 DSHS Headguarters
PSubarea 0001 | Mon Represented  EESubgroup (81| Monthly(M) OT Exe..  Status  Active

MCDOMALD CECELIA
EEGroup |0 Permanent

adjustments:

— Anniversary Date
— Appointment Date
— Original Hire Date
— Seniority Date

Start 1140172012 tl:l 1243179899

Date Specifications

Date type Date Diate type Date
@1 | Anniversary Date 1070172007 02 | Appointment Date 1140172007
B3 | Qriginal Hire Date 1040172007 05 | Seniority Date 10740172007
0E | separation Eff. Date Q&/01 /2008 07 | Unhroken Snvec. Date 10740172007
18| Prsnl HolidayElgblty 1040172007

— Unbroken Srvc. Date
— Prsnl Holiday Eligibility
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Date Specifications (0041) - cont’d

Date Specifications

Date type Date
01| Anniversary Date 16/8172007
03 Original Hire Date 10/81/2007

Date type Date

02| Appointment Date 11/01/2007
05 | Seniority Date 10/81/2007
07 | Unbroken Srvc. Date 10/01/2007
18 | Prsnl HolidayElghblty 10/81/2007

B [f necessary, create the date type Vac Lv Frozen Up to.

1. Click the @(matchcode) In the next available Date
type field to open selection list.

2. Double-click to select.
3. Enter the date eligible.

Note: Remove the
Separation Effective
Date (Date Type 06).
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Date Specifications (0041) - cont’d

B When finished, click &
(Enter) and then click

(Save) |Ej[nﬂ:|t'_-,fpe Edit Goto Extras  System Help
l@ 21 0B Qe CHE Dnan BF QB

Copy Date Specifications (0041)

I FPersonnel Mo. | 40000459 Mame MCDOMALD CECELIA
FersArea |3000| DSHS Headguarters EEGroup |0 Permanent
FZubarea |0001 | Mon Represented  EESubgroup |04 | MonthiyiM) OT Exe..  Status  Active
Start mtn 1273149999
Diate Specifications
Date type Date Date type Date
01 | Anniversary Date 1040172007 02 | Appointment Date 1170172007
03 | Original Hire Date 1040172007 05 | Seniority Date 10740172007
07 | Unbroken Srvc. Date 10740172007 18| Prsnl HolidayElgblty 10740172007
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Adjusting Service Dates - Rehire

B When performing a Rehire action, adjust the service dates for
an employee. This is not an automated process in HRMS and
must be done manually.

B Updates are needed:

— For retirement benefits for employees who have worked for other
covered jurisdictions, higher education institutions, or have
served in the military.

— To accrue seniority for full-time employees based on seniority
dates or union contracts.

— To ensure accuracy of employee data when layoffs are needed.

B Before adjusting service dates, refer to WAC, Agency Policy,
and CBA's for rules on updating date specifications.
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Additional Personal Data (0077)

B The Additional Personal
Data infotype documents an
employee’s Equal
Employment Opportunity
(EEO) information.

B For arehire, verify and
correct any data on this
Infotype.

B When finished, click &
(Enter) and then click
(Save). If information is
correct, do not save and
click & (Next Record).

‘ =

Infatype  Edit Goto  Extras  System  Help

& 290 e LHE DDL0 BE QB

Copy Additional Personal Data (0077)

Personnel Mo, 40000459 Marne MCDOMALD CECELIA

PersArea (3000 DSHS Headquarters EEGroup |0 Permanent

PSubarea 0001 | Mon Represented  EESubgroup |04 | Monthly(d) OT Exe.. Status  Active
Start 1101/ 201 2R 12/31/9899

Additional Personal Data

Ethnic origin 01 ¥white/Mot Hispanic origin &
Ethnicity New) E2 Mot Hispanic/Lating E
Race Data

w” .|Race Category

[ American Indianislaskan Native

[ Asian

[ Black ar African American

[ Mative Hawaiian or Other Pac Islander

White

LDl [ |[«I[*]

[0 1H

Military status B
[JExempt from EEO

Yeteran Status Digability
Discharge Date [ Disability
[]Special disahled veteran Disability Date

[%ietnam-era veteran Date Learned
[ Other Protected %eteran
[JRecently separated weteran

[JArmed Farces Sewice Medal Veteran

[ Disabled “eteran
[ Man-veteran
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Basic Pay (IT0008)

|ITD
=
Infotype  Edit Goto “WWage types Extras  Systermn Help

B The Basic Pay infotype g " 1B e0e LNk 8000 B @

records pay scale and salary 5 create Basic Pay (0005)
. . | | Salary amount || Payments and deductions |
information for an employee.

|:F'ersunnel MO 40000459 Mame MCDOMALD CECELTA
. FF'EI’SAI’EE! 3000 | D5HS Headoguarters EEGroup |0 | Permanent
| FleldS fo Comp|9te: FpSuparea [B001 | Non Represented  EESubgroup |61 Monthilyiy OT Exe.. Status  Active
S Start 1170172012 tl:u 12531739939
— Reason |
- Subtype €} Basic contract
Pay scale
- NeXt In C rease | Feason 19| Initial Appointment Cap util 100.00
PS type 00| Mon-Represented WiHrs/period 87 . 00| Semi-marnthly
-_ PS Level PS5 Area 01| Standard Progression MEXE inc.
) . [ PS group 58 Level |C Ann.salary 50,304.00 | USD
— Capacity utility level
. WWa |Wage Type Long Text |O___|Am0unt |Curre___ In_ |A [Mumber/Unit  |Unit E|
(DefaUItS In) 11003 Pay Period Salary 2,096.00 USD I
UsD
. . . UsD
B \When finished, click & USD
. LUsD
(Enter) and then click UsD 5
UsD =]
(Save). P — [
11V [11/26/2012] - [12/31/9999] « [ ¥ ] 2,096.00 |us
Note: ifthe employee is eligible for a periodic increment (PID) or longevity step, and moves to a new Pay
Scale Type, Pay Scale Area, Pay Scale Group or Pay Scale Level, the agency HR Processors must input the
employee’s current PID in the Next Increase field on the Basic Pay Infotype. 88




Personnel Administration / Payroll Handoff

B After all personnel updates are made to the employee’s
Information, it is transferred to the Payroll Processor.

B The Payroll Processor records the following infotypes:

— Bank Details (0009)

— Recurring Payments / Deductions (0014)
— Withholding Info W4/W5 US (0210)

— Additional Withholding Info Us (0234)

— General Benefits Information (0171)
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HRMS
Activity

Rehire an Employee
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Review Questions

B What is the difference between a new hire and a rehire?

B True or False — During the Rehire action, it is necessary
to re-create all employee infotypes in HRMS?
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Change of Status



Change of Status Overview

Upon completion of this section you will be able to:

B Define the key terms and concepts associated with the
Change of Status action.

B Navigate through the Change of Status infotypes and
understand the importance of the information in each infotype.

B Review a Change of Status action.
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Change of Status

A Change of Status occurs when an employee has reach the end
of their probationary appointment or has completed their in-training
appointment.

B End of Probationary Appointment

— When an employee reaches the end of their probationary
period, their status is changed to ‘permanent’.

B Completion of In-training Appointment

— When an employee completes their In-training Probationary
Appointment at a lower job class level, their status is changed
to ‘trial service'.

» |n-training appointments may consist of multi-levels in which the
status would be changed to ‘In-training/Trial Service’.
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Change of Status Infotypes

B Update the following infotypes during the Change of
Status action: ,

— Actions (0000)
— Organizational Assighment (0001)
— Contract Elements (0016)
B Use PA30 to maintain the following infotype:

— Monitoring of Task (0019)
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Change of Status

||I:'

—Menu—Erm—FaerE?lExtras System Help
& 4 [ G @@ 0
B To create a Change of Status —

_ . SAP Easy Access
Action using the menu path: = =

~ =3 Favorites

— Follow Human Resources -2 > C1PA/OM
Personnel Management > . O Time Management
Ni I b (3 Payroll
Administration = HR Master OE
Data = Personnel Actions vMSiies
I (3 Cross-Application Components
. b (O Logistics
— Or enter transaction code b (1 Accounting
PA40 in the Command field ~ S Hman Resoufces

2 PPMDT - Manager's Desktop
~ & Personnel Management
= 5 Administration

= 3 HR Master Data

e L 2A30 . Maintain

i PA20 - Display

2 PA10 - Personnel File

i PA70 - Fast Entry

i PA42 - Fast entry: Actions
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Change of Status Personnel Action

ol

HR Master Data Edit Goto Extras  Utilities(h) Settings  System  Help

B Fields to complete: 200 e@e CHE noon 0 @

Personnel Actions

EIE Q

— From (Date of action)
— Personnel no.

Fersonnel no.
Mame HAM LOLA

B T0 access the Chaﬂge Of PersArea |2408| DeptiLicensing EEGroup|@| Permanent
. . PSubarea |DOHC| Agencywide EESubgroup [B6] M-OT Elig=40nrstvk  Status  Active
Status aC'[IOﬂ, click the [From 12/01/2012
box to the left of Change pwammmems
Of Status- Action Type Persannel |EE group  |EE suhgr___l ﬁ

Mew Hire

Change of Status |

B The n CI |Ck @ (Exec u te) | [concurrent Employment
Appointment Change |

Cluick Hire

Rehire - Qluick Hire

Separatian

Fehirg

Leave of Absence - Active

Leave of Absence - Inactive

Return from Leave of Absence

[0 ]
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Actions (0000)

B Fields to complete

— Reason for Action (use
matchcode)

B When finished, click @
(Enter) and then click
(Save).

=
Infotype  Edit Goto Extras S

stem  Help

(] zl <

@ CEE DDLD HE @b

Copy Actions (0000)

DD |@ Execute info group ||.¢ﬁ7 Change info group |

FPers.nMo. 40000837
Mame HAM LOLA
PersArea 2400 | Dept/licensing

EEGroup |@ | Permanent

FSubarea |DOHC | Agencywide EESubgroup |06 | M-0OT Elig=40hrsfwlk  Status  Active
Start 12/1/2012 tD 1243179898
Personnel action
Action Type L Change of Status et
Reason fior Action 02| In-Training Level - Cormplete
Status
Ermnployment 3 Active g
Organizational assignment
Position 70084068 OFF ASST 3
Fersonnel area 2400|  Deptlicensing
Employee group o FPermanent
Employes subgroup ] W-OT Elig=40hrsfik
Additional actions
|Star1 Date |Act. |Actiun Type |ActR |Reasun far action
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Organizational Assignment (0001)

=g
1 . | Infotype Edit Goto Extras  Systerm  Help
B Field to Complete. | @ 20080 DHE Dho0 | PR @
Copy Organizational Assignment (0001)
— Contract
Personnel No.  |40000637 Name HAM LOLA
u Permanent PersArea |2400| Dept/Licensing EEGroup 0| Permanent

. . . &\ PSubarea |OOHC | Agencywide EESubgroup (06| M-0OT Elig=40hrsfwk  Status  Active
B \When finished, click

(Enter) and then click

CoCode WAG1 STATE OF WASHINGTOMN
(Save)_ Fers.area 2400 Deptlicensing Subarea OOHC|  Agencywide
Cost Ctr 2400000000 DEFAULT AGEMC.. Bus. Area 2400 Department of Licensing
Fund

Personnel structure

EE group ] Permanent Payr.area 11 Semi-rnonthly
EE subgroup |08 W-OT Elig=40hrsfmk Contract Fermanent B
Organizational plan Administrator
Percentage |100.00 Assignment | Persadmin
Position 70094069, 2138 Time
OFF ASST 3 PayrAdmin
Job key 51001027 BOSE
Carpenter
Exempt i
Org. Unit 30012082 ICIADO
ISVCIOOFFADRMIN
Org key
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Contract Elements (0016)

B The Contract Elements
infotype if the employee’s
state status (permanent o

=

non-permanent)_ Infotype Edit Goto Extras  Systern Help
4 2 40 eE@Q EHE SD4O8 EE @ M
B Fields requwed to Create Contract Elements (0016)
Complete | haintain activities |
Fersonnel Mo, | 40000837 Marme HAM LOLA
— Start PersArea |2408| Dept/Licensing EEGroup [B| Permanent
_ PSubarea BOHC| Agencywide EESubgroup |08| M-OT Elig=40hrsiwk  Status  Active
ContraCt type Start 1241/2012 to 12/31/3938
. Optlonal fleld |Cnntractua| regulations
) | contract Type 00 Permanent o
[

— Probationary period =

Probationary Period

i

B When finished, click &
(Enter) and then click
(Save).
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Monitoring of Task (0019)

B \When the employee’s
probation period has ended,
the Monitoring of Task (0019)
must be updated.

B To maintain the Monitoring of
Task infotype:

Follow menu path: Human
Resources - Personnel
Management -
Administration 2> HR Master
Data = Maintain

Or enter transaction code
PA30 in the Command field

System Help

4 H | &G

SAP Easy Access

KL [w][4]

=~ 133 Favorites
[¥] URL - CUSTOMER SUPPORT
ZHR_RPTPYMNO0Y - Payroll Threshold Report
= 2] SAP menu
[ [ Office
[ [J Cross-Application Components
[ [ Logistics
[ [J Accounting
~ 2] Human Resources
22 PPMODT - Manager's Desktop
= 12 Personnel Management
= 12 Administration
= 12 HR Master Data
o hctions

22 PA10 - Personnel File
22 PATO0 - Fast Entry
[2) PA42 - Fast entry: Actions
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Maintain Monitoring of Task (0019)

- C“Ck the Addtl |@Hﬂmasterdata Edit Gota Extras  Utilities(h) Settings  System  Help

5 D - ] |& 100 eee LHE Bnoo BE @B

ersona ata tap. Maintain HR Master Data
B Click the box to the left  DZET@E[
. . Fersonnel no. 40000637
of the Monitoring of Task | ™
(0019) to Select Persfrea |2400 DeptlLicensing EEGroup 0| Permanent
PSubarea [BOHC| Agencywide EESubgroup |86 M-OT Elig=40nhrsik  Status  Active

B | the ‘Period’ section,
click @ All (A”)

o8

Addtl. Personal Data

Basic Personal Data .l Fayroll .~ Benefits  Time Recording 4

Infotype text Is I |_| FPeriod
[ | . . Monitoring of Tasks o [~]| | OPeriod
CIICk ;E (OverVIeW) for [Py METae T et E‘ From |Q1/81/1800| To 12/31/9933
an overview of all | Selceion || | OTaday O Curr.week
. . . _DtherfPrEViDUS Employers @a1r | { O Current manth
actions associated with " |Objests on Loan T Olast wask
. . Additional Personal Data o
the Monltorlng of Tasks o P ) Ta Current Date ) Last manth
- ry (O Current Perind (O Current Year
(0019) | |Residence Status =l [E Chooce |
Caommunication [~]
Direct selection
Infotype Fonitoring of Tasks STy
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Monitoring of Task (0019)

E

- SeIeCt the appropriate Infotype  Edit Goto Extras  System  Help
record. %@ 1B Cee CHE oD D @@

Infotype Edit Goto Extras  System  Help
g 2lude@e CHE oo BRI Q6

— Task T
as ype Edlh:y List Monitoring of Tasks (0019)

= Prob per to expire T@E C)[7]w]@]

- . & Personnel No. | 40000637 Mame HAM LOLA
C“Ck (Ch ang e) FersArea 2400 Dept/licensing EEGroup || Permanent
_ PSubares |[DOHC | Agencywide EESubgroup (06| M-OT Elig=40hrswk  Status  Active
T . Choose 01701 £1800)E3 k] 12431/9988 STy
B Fields to complete: = )
Civerview
- Date Of TaS k Task On |Task Type |Task Type Text |F'rcu:essing indicator |Reminder I H
04/01/2013 02 Trial SErVICE EXpire Hew task £ 02/01/2013 | @

— Processing indicator

» Task Completed

W \When finished, click &
(Enter) and then click
(Save).
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HRMS
Activity

4 - & -.- . ’>,~/‘

Process Employee Change of Status
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Appointment
Change



Appointment Change Overview

B Upon completion of this section, you will be able to:

— Describe the key terms and concepts associated with
the Appointment Change action.

— Navigate through the Appointment Change action and
understand the importance of the information in each
Infotype.

— Process an Appointment Change action.
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Employee Appointment Change

B Use the Appointment Change
action for appointments within the
agency and appointments
between different agencies.

— Examples include:
= Promotion
= Demotion
» Transfer
» Reassignment
= Reallocations

107



Appointment Change Action

B The information between the losing agency and the gaining
agency can be communicated in a number of ways,
depending on agency policy.

B Future leave entries must be deleted prior to the gaining
agency keying in the Appointment Change. It is important to
contact the losing agency to check for future leave entries.

B Employee’s information is populated and can be updated
once the gaining agency keys the Appointment change.
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Appointment Change Infotypes

B Update the following infotypes during the Appointment
Change action including:

— Actions (0000)

— Organizational Assighment (0001)
— Cost Distribution (0027)

— Contract Elements (0016)

— Monitoring of Tasks (0019)

— Planned Working Time (0007)

— Date Specifications (0041)

— Basic Pay (0008)
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Appointment Change Action

B To create an Appointment
Change Action using the
menu path:

— Follow Human Resources
- Personnel Management
- Administration 2> HR
Master Data = Personnel
Actions

— Or enter transaction code
PA40 in the Command
field

=

Extras Svystem Help
& |Pa40 T |<1 CEan B HEE

SAP Easy ACCess
Bl ME

~ 3 Favorites
I (O PA/OM
I (O Financials
b (3 Time Management
b (3 Payroll
~ 3 SAP menu
I (0 Office
I (3 Cross-Application Components
I O3 Logistics
I (O Accounting
~ 3 Human Resources
2 PPMDT - Manager's Desktop
~ & Personnel Management
= S Administration

= 3 HR Master Data

I PARN - Maintain

i PA20 - Display
2 PA10 - Personnel File
i PA70 - Fast Entry

i PA42 - Fast entry: Actions
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Appointment Change Personnel Action

B A Personnel Number is
required to process an
Appointment Change.

B To access the
Appointment Change
action, click the box to
the left of Appointment
Change.

B Fields to complete-

— From (Date of Hire)
— Personnel no.

B Then click & (Execute).

|E7HEMasterData Edit Goto Extras  Utilities(M) Settings  Systern  Help
| 2100 @@a CHE anoan PR QB
Personnel Actions

Personnel no.
Name OWEN ROBERT

PersArea 2350 Dept of Labor & Industries EEGroup |8 Permanent

PSubarea [@GMC| IBEW Elec Insp EESubgroup |06| M-OT Elig=40hrsiwk  Status  Active
Fram a4/01/20132 | |

Fersonnel Actions
Action Type Personnel |EE group  |EE subgr | ﬁ
[4]

Mew Hire

Change of Status
Concurrent Employment
Anpointment Change
Cluick Hire

Rehire - Qiuick Hire
Separation

Rehire

Leave of Absence - Active
Leave of Absence - Inactive
Return from Leave of Absence

|
|[«]
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Actions Infotype (0000)

E
. Infotype  Edit Goto Extras System  Help
B Fields to complete: @ 18060 CHR 00T DR Q8
Copy Actions (0000)
— Reason for Action (use matchcode) EIRTEN® Exots oy | 2 crarg o gy |
— Position Persho.  |49000312
. @ . Name  OWEN ROBERT
. CIICk » (Ente r) to Valldate and Persérea 2350 DEpthLaDDF&MUUStI’iES EEGFDUDB Permanent
pOpUI ate the fOIIOWing ﬁe|ds: PSubarea BOMC|IBEW Elec sy EESubgroup B8 M-OT Elig=dhrshik  Status  Active
Start p4/01/201 2| L IREPILE
- PerSOI’]ne| Al’ea Personnel action
Action Type 3 Appaintment Change 3
- Employee Group Reason far Action @1 Promotion

— Employee Sub-group :

B When finished, click & (Enter) and |z T .

then click @ (Save).

Organizational assignment

| Position 71000015  INSTRUCTOR APPT CHANGE
Personnel area 3500 Sup of Pub Instruction
Ermployee group i Permanent

Employes subgroup—|01) Monthiy(M) OT Exempt

Additional actions
Start Date |Act. |ActiunType |ActR |Reasunfuractiun E”
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Delimit Message

B The delimit message will appear when validating
the information entered on the infotype. The
message reads “Record valid from XX/XX/XXXX
to XX/XX/XXXX delimited at end”.

G} Record valid from 06/01/2008 to 12/31/9999 delimited at end

B Continue to @ (Enter) through message until the
“Save Your Entries” prompt appears.

& Save your entries
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Organizational Assignment (0001)

B Field required to complete:

— Contract

= Permanent
B Optional fields:

— Org. Key
— Administrator (Time)
B \When finished, click &

(Enter) and then click
(Save).

— If no changes made to the
Infotype, continue to save.

=
Infotype  Edit Goto Extras  System  Help

& D B ICEe@ SHE DDA EE @

Copy Organizational Assignment (0001)

400080312 Mame
PersArea |2350|Dept of Labor & Industries
PSubarea |DOMC | IBEW Elec Insp

start 04401/ 201 2) (=]

Personnel Mo. OWEM ROBERT

EEGroup |0 | Permanent
EESubgroup |06 | M-OT Elig=40hrsiwk  Status  Active
11/15/2012

Enterprise structure

CoCode WAL
Pers.area 3500
Cost Ctr

STATE OF WASHINGTON
Sup of Pub Instruction
3500000000

Subarea ooea
DEFAULT AGENC.. Bus. Area 3500
Fund

Non Represented

Personnel structure

Supt. of Public Instruction

EE group £} Fermanent Payr.area 11 Semi-rnonthlky
EE subgroup |01 Monthiy(k) OT Exermnpt | Contract Fermanent E|
Cirganizational plan Adrministratar
Percentage |100.00 Assignment | FPersAdmin
Positian 71000015 APRTO Time 01
INSTRUCTOR APPT .. Payradmin
Joh key oooaEnoo
Exempt
Org. Unit IMOoOEnzs|  ARPT
FERSOMMEL ACTIOMN..
Org key B2CCEI
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Delimit / Create Vacancy

A feature used to report vacant positions. Information will be updated on the
Position Vacancy infotype located in Organizational Management.

— This popup window will appear if the position is vacant or if multi-filled.

B Click “Yes’ to delimit the vacancy.

B Click ‘No’ to not delimit the vacancy.

Note: If the position is
multi-filled select ‘No’.

III?DEIimit Vacancy

1‘3 71000015 INSTRUCTOR APPT CHANGE
Delimit on B3/31/72009
III? Create Vacancy
Yes || Mo || # Cancel

E. 70016262 ELEC CONS INSP

Create on

Yes

Mo

& Cancel

04/01/2008
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Contract Elements (0016)

B Fields required to

complete:
=
_ | Infotype  Edit Goto  Extras  System Help
Contract type e 00 Qe CHE Atoa DR @®
: i Copy Contract Elements (0016
m Optional field: o010

— Probationary period Personnel No, | 40000312 Name OWEM ROBERT

FersArea (2350 Dept of Labor & Industries EEGroup (@) Permanent
EESubgroup (06| M-0OT Elig=40hrsfwk  Status  Active

1T1/16/2012

Fsubarea QOOMC | IBEW Elec Insp

B \When ﬁniShed, click G |son 04/01/2012| @]

(Enter) and then click EE—
ontractual regulations
(Sav e) . Contract Ty;:?e 00 Permanent g

Feriods
Frobationary Period

fird
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Monitoring of Task (0019)

B The Monitoring of Tasks
infotype tracks the dates oy e oo exes syston i

on Wthh an em IO ee & g AH @ S HE SETO8 BRI @
p y Create Monitoring of Tasks (0019)
moves from non-
permanent status to Personnel No. | 4BE00312 Name  |OWEN ROBERT
PersArea |2350|Dept of Labar & Industries EEGroup 0| Permanent
permanent. PSubarea [BOMC| IBEW Elec Insp EESubgroup |86 M-OT Elig=40nhrsiwk  Status  Active
. . Task
B Fields to complete: o Type T —
|Date of Task 10/01/2012 Processing indicator Mew task i
_ TaSk Type Reminder
— Reminder Date ReminGer Date
Lead/follow-up time For specific task type

B When finished, click &
(Enter) and then click
(Save).

117



Communications (0105)

B Field to complete: E

Infotype  Edit Goto  Extras  System  Help

— ID/number & -

Ca@ SHE DT85 HE @

Create Communication (0105)

B \When finished, click

(Enter) ﬁ Personnel Mo. 40000639 Marme SMITH JOSEFPH
1 Persarea (3021 | D5HS Region 1 EEGroup |0 Permanent
and then click : i |
FSubarea Qoo1 | Mon Represented EESubgroup (06| M-0OT Elig=40hrshwk  Status — Active
(Save)_ Start 06/01/2013 12/31/9939
Communication
Type EIEMNE] E-rmail
\D/number | | JOSEPH. SMITHEDSHSREG. WA . Gov] |
Note:

next infotype.

If you do not know the employee’s email address at
time of hire, click the next record button to move to
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Planned Working Time Infotvbe (0007)

B Fields to verify/complete:

— Work schedule rule

v| 4 CQ@ DHR DO @@

Create Planned Working Time (0007)

4 & &2 Mwork schedule

19- Personnel No. 40000312 Name OWEN ROBERT

u FUIl 5-85 — M-F (DefaU|t) iF_ PersArea 2350/ Dept of Labor & Industries EEGroup 0 Permanent

‘ -

— Time Mgmt status st
= 9 9 Time evaluation of Work schedule rul
planned times (Default) Work schedue rul
- . — Time Mgmt status
— Additional time ID e
— Default is blank
Working time
- Employment percent Employment percent
_ 100 (Default) Daily working hours

Weekly working hours

— ACA Status Code Monthy workang s
_ TI me Type Overl’ld e* Annual working hours

Weekly workdays
B When finished, click & —
(Enter) and then click T
(S aV e) . Time Type Override
* Note:

PSubarea '00MC| IBEW Elec Insp EESubgroup |06 M-OT Elig>40hrs/wk Status Active

To 12/31/79999

FULL 5-8s: M-F 8 hpd
9 9 - Time evaluation of planned times v
Additional time ID
100.00 Dyn. daly work schedule
Min. Max.
0.00 Min. Max.
0.00 Min. Max.
0.00 Min. Max.
Not Assigned
No Override

The Time Type Override box is to only be
used by agencies who intend to use TLA
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Date Specifications Infotype (0041)

B The Date Specifications
Infotype documents
Important dates Iin
employment history.

B All previous dates will
default and may need
adjustments:

— Anniversary Date

— Appointment Date

— Original Hire Date

— Seniority Date

— Unbroken Srvc. Date
— Prsnl Holiday Eligibility

B \When finished, click &
(Enter) and then click
(Save).

‘ =

i

Infotype  Edit Gota Extras  System Help

JH @ CHE DDOa BE @M

Copy Date Specifications (0041)

Personnel Mo. 40000312

Mame

PersArea |2350 Dept of Labor & Industries

PSubarea |DOMC | IBEW Elec Insp

(=)t

Start 04/01/2012

OWEM ROBERT
EEGroup |3 | Permanent
EESubgroup (06| M-OT Elig=40hrsfwk  Status  Active
11715/2012

Date Specifications
Date type

01 | Anniversary Date
03| Criginal Hire Date
05 | Seniority Date

18| Prsnl HolidayElghity

Date

0472041995
0471671997
0471871997
Oes1a/2008

Date type

02 Appointment Date
04 | Priar PID

07 Unbroken Srvc. Date
27 TSR LW Eligibility

Date

DE/10/1998
0570141989
D4718/1987
0770142011
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Basic Pay (IT0008)

B Fields to complete:

Reason

Next Increase (Optional)

PS Level

Capacity utility level

(Defaults in)

B \When finished, click &
(Enter) and then click
(Save).

=
Infatype  Edit Goto “Wage types Eutras  System  Help

@ 1 dHQe@a@ S HE anasn BE @

Create Basic Pay (0008)

| Salary armount || Payments and deductions |

Personnel Mo. 40000312 Marme OWEWN ROBERT
Persarea |2350| Dept of Labor & Industries EEGroup |@| Permanent
PSubarea |00MC | IBEWY Elec Insp EESubgroup (06| M-OT Elig=40hrsfwk  Status  Active

Start 47012012 tD 12/31/79999
Subtype 0 Basic contract
Pay scale
| Reason 20| Appointrent Change | Cap.util kv 100. 00
PS type 80| Non-Represented WikHrs/period 87 . 00| Semi-monthly
PS5 Area 01| Standard Progressian MExt inc.
PS group 53 Ann.salary 50,304.00 | |USD

|Wa__ |Wage Type Long Text |O__|Amuunt

2,098.00 USD I
UsD
LIS
50
50
50
LSO

1003 Pay Period Salary

L e— 5

LDl [

I[«[+]

2, 096.00 |(USD

T [11726/2012| - Hfamzmzm

Note: ifthe employee is eligible for a periodic increment (PID) or longevity step, and moves

to a new Pay Scale Type, Pay Scale Area, Pay Scale Group or Pay Scale Level, the agency HR

Processors must input the employee’s current PID in the Next Increase field on the Basic Pay

Infotype.
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Personnel Administration / Payroll Handoff

B After all personnel updates are made to the employee’s
Information, the employee information is transferred to the
Payroll Processor.

122



HRMS
Activity
o —

Process an Appointment Change
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Review Questions

B Why is the Appointment Change action similar to the
Rehire action?

B True or False. When hiring an employee from another

agency, the losing agency must separate the employee
first.
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Leave of
Absences / Return
from Leave




Leave of Absence / Return from Leave
Overview

Upon completion of this section you will be able to:

B Describe the key terms and concepts associated with the
Leave of Absence action.

B Describe the differences between a Leave of Absence —
Active action and a Leave of Absence —Inactive action.
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Key Terms

A time period during an employee’s planned
Absence working time in which the employee does not
work, including certain types of leave.

The total amount of time (in hours or days)
employees are allowed to use as absences.
There are different Quota types for different
Absence types. (i.e.. Sick leave quota,
Annual leave quota)

Absence
Quota
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Leave of Absence

B An absence is a time period during an employee’s
planned working time in which the employee does not
work, including certain types of leave.

— Absences are entered into the Cross Application Time
Sheet (ESS or agency specific system) where it is

transferred into HRMS and accessed to process payroll.

B Extended Leave of Absences may include:

— Educational Leave
— Military Leave
— L&
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Leave of Absence - cont’d

B Employees are given absence quotas that are
determined by their position, years of service and
other factors. The absence quota varies by agency,
as well as the collective bargaining unit the employee
IS In.

B An employee’s level of seniority is dependent on the
amount worked at the State of Washington, as well as
the positions that have been held.
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Leave of Absence - Key Points

B Use the Monitoring of Tasks infotype to set reminder dates for a
return from leave.

B You can enter the Leave of Absence action as soon as it is
known that a leave will occur. (Effective Dating)

B If the employee has accrued enough leave to cover the time
period, they may receive pay and are placed on a Paid Leave of
Absence action. If not, they are placed on an Unpaid Leave of

Absence.
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Leave of Absence

B The Leave of Absence action
IS divided into two main types
of leave:

— Active (Paid)
— Inactive (Unpaid)




Leave of Absence- Inactive

B A Leave of Absence — Inactive action is processed in HRMS when an
employee takes leave for a significant period of time (exceeds 15
consecutive calendar days or more) and is not paid during that time.

— For example, an employee takes three weeks leave to care for a sick
family member for which they have no paid leave available.

B Many types of leave (maternity, sick) may be covered for a certain period of
time.

B To process a leave of absence- Inactive action, follow agency business
process:

— When an employee is on a leave of absence- Inactive their system
status becomes ‘inactive’. The Time & Attendance Processor will not be
able to enter leave in CATS.

— An leave of absence-Inactive should not be used if the employee is

submitting 8 hours of leave a month to maintain their insurance benefits.
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Leave of Absence- Inactive Infotypes

B Update the following infotypes during the Unpaid
Leave of Absence action including:

— Actions (0000)
— Organizational Assighment (0001)
— Monitoring of Tasks (0019)
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Leave of Absence- Inactive Personnel

Action

B To create an Unpaid Leave of
Absence Action using the
menu path:

— Follow Human Resources =2
Personnel Management -
Administration 2> HR Master
Data - Personnel Actions

— Or enter transaction code
PA40 in the Command field

=

SAP Easy ACCess
Bl ME

~ 3 Favorites
 OPA/OM
I (O Financials
b (3 Time Management
b (3 Payroll
~ 3 SAP menu
I (0 Office
I (3 Cross-Application Components
I O3 Logistics
I (O Accounting
~ 3 Human Resources
2 PPMDT - Manager's Desktop

~ & Personnel Management
= S Administration

Extras Svystem Help
& Pa40 T |<1 CEa DHEE

= 3 HR Master Data

I PARN - Maintain

i PA20 - Display

2 PA10 - Personnel File

i PA70 - Fast Entry

i PA42 - Fast entry: Actions



Leave of Absence- Inactive

=
| HR Master Data  Edit Goto  Extras  Utilities(M) Settings  System  Help

B Fields to Complete: | @ 100 e@e CHE DDaD HF @M
' Personnel Actions
— From (Last working day of

the employee.)

P I Personnel no. 40000312
-_ ers O n n e n O . Enter the last working
Mame OWEN ROBERT day for the employee.
PersArea (2350 Dept of Labaor Group | O|Permanent
P5ubarea |0OMC | IBEWY Elec Insp S group (06 | M-OT Elig=40nrsfwk  Status  Active

B To access the Unpaid Leave [Fr AT |
Of Absence aCtlon’ CIICk the PAEC:T;:;?P’:CHDHS [Personnel JEE group  [EE subgr | E|

box to the left of Leave of oile
Absence- Inactive.

I E

Concurrent Employment
Appaintment Change ||
Cluick Hire

Rehire - Quick Hire
SEparation

Rehire

Leave Of ASEncCe - Active

B Then click @ (Execute).

Heturn from Leave of AbSence
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Actions (0000)

B Fields to complete:

— Reason for Action (use
matchcode)

B When finished, click &
(Enter) and then click
(Save).

Note: The system has added a day
to the Start date. The start day
becomes the first day the employee
starts leave. The Employment
status now reads ‘Inactive’ as well.

| =

@

Infotype  Edit Goto Extras  System  Help

JH e CRE DO HE

Copy Actions (0000)

DD |@ Execute info group ||¢:§9 Change info group |

40000315
MOLAN STEPHEM

Fers.Mo.
Marne

Persarea |3105 Wash Corrections Center

PSubarea |DOTA | Institutions

Start h2sa2/2012[=)

EEGroup |0 | Permanent
EESubgroup |06 | W-OT Elig=d0nrsfwk  Status
to 12/31/9998

Personnel action

Action Type U9 Leave of Absence - Inactive =l

Feason for Action [z Educational

Status

Ernployrmert 1 Inactive El
Organizational assignment

Fosition FOM132226| FISCAL TECH 2

Personnel area 3105 Wiash Corrections Center
Employee group 6} FPermanent
Employee subgraup a6 M-OT Elig=40hrsfik

Additional actions

|Star1 Date |A‘-‘«ct. |Acti0n Type

|ActR IHeasun for action
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Organizational Assignment (0001)

B Verify the information is
correct.

B \When finished, click &

(Enter) and then click
(Save).

— If no changes to the

Infotype, continue to save.

|II7

Infotype Edit Goto Extras System  Help

| & 21 BIeae CHE Hnan BE @M

Copy Organizational Assignment (0001)

Personnel No. 40000015 MName
PersArea |3106|Wash Corrections Center
PSubarea |QATA | Institutions

Start DQIDQIQB'IQtD

MOLAN STEPHEN
EEGroup |0 Permanent

EESubgroup |06 | M-OT Elig=40hrsiwk  Status  Inactive
12/431/9399

Enterprise structure

CoCode WAL STATE OF WASHINGTON
Fers.area 3106  WWash Corrections Center  Subarea OoTA|  Institutions
Cost Ctr 3100000000  DEFAULT AGENC. Bus. Area 310a|  Department of Corrections

Fund

Personnel structure

EE group €} Permanent Payr.area 1 SEMi-rmonthly

EE subgroup (06|  M-OT Elig=40hrshik Contract 02 Probation g

Oryanizational plan
Percentage 100.00

Administrator
PersAdmin  |[O03 | ACCOUNTING

| Assignment

Position 70132226| B383 Time Q03 | ACCOUNTING
FISCAL TECH 2 Payradmin Q03| ACCOUNTING
Job key 50008523 148M
FISCAL TECHMICIAM 2
Exempt N
Oorg. Unit JoOOs153| 2206
YWWASH CORRECTION..
Org key 2208
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Monitoring of Tasks (0019)

B Fields to complete: =
Infotype Edit Goto Extras  Systern  Help
| & 1 0Beae CHE anon BE QB
— Task Type Create Monitoring of Tasks (0019)
— Date of Task
. d . Personnel No. 40000015 Mame NOLAM STEFPHEM
- ProceSSIng In ICator Persarea 3105 Wash Corrections Center EEGroup 0| Permanent
— Reminder Date PSubarea |DOTA | Institutions EESubgroup |06 | M-OT Elig=40hrsivk  Status  Inactive
St . ﬁ Task
B When finished, click T
(Enter) and then CIiCk Date of Task 0640172012 Processing indicator New task B
(SaV e) . Rerminder
Reminder Date O5/25/2012
Lead/follow-up time For specific task type E
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Personnel Administration / Payroll

B There is no handoff to the Payroll Processor, but they
should be notified that the employee has been placed
on Leave of Absence.
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Leave of Absence- Active

B A |eave of absence- Active action is processed in HRMS
when an employee takes leave for a significant period of time
(exceeds 15 consecutive calendar days or more) and is paid
(or unpaid) during that employment time.

— The employee should be placed on leave of absence- Active if
they are on leave without pay, but are using 8 hours of leave a
month to maintain their insurance benefits.

» The employee’s status would remain ‘active’ while on Paid Leave
of Absence.

B A leave of absence- Active can be granted for a number of
reasons:

— Sick Leave / Annual Leave
— Military Leave with Pay

— Family Medical Leave Act
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Leave of Absence- Active Infotypes

B Update the following infotypes during the Paid Leave of
Absence action including:

— Actions (0000)
— Organizational Assighment (0001)
— Monitoring of Tasks (0019)
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Leave of — Active

B To create an Leave of Absence
Action- Active using the menu
path:

— Follow Human Resources =2
Personnel Management -
Administration 2> HR Master
Data = Personnel Actions

— Or enter transaction code
PA40 in the Command field

=

SAP Easy ACCess
Bl ME

Extras Svystem Help
& Pa40 T |<1 CEa DHEE

~ 3 Favorites
I (O PA/OM
I (O Financials
b (3 Time Management
b (3 Payroll
~ 3 SAP menu
I (0 Office
I (3 Cross-Application Components
I O3 Logistics
I (O Accounting
~ 3 Human Resources
2 PPMDT - Manager's Desktop
~ & Personnel Management
= S Administration

= 3 HR Master Data

I PARN - Maintain

i PA20 - Display
2 PA10 - Personnel File
i PA70 - Fast Entry

i PA42 - Fast entry: Actions



Leave of Absence- Active

'I?HEMasterData Edit Goto Extras Utilities(M) Settings System Halp
B Fields to complete: 4 2 1BIeGe SHR D000 OF @8
Personnel Actions
— From (Last working day
of the employee)
— Personnel no. EZEEHHEI nNDdLAN SEPHEN Enter the last working day for

the employee.

Persarea (3105 Wash Corrections C rranent

| TO access the Leave of PSubarea |OOTA | Institutions 006 | M-OT Elig=40hrsiwk  Status — Active
. . [From 02/01/2012
Absence- Active action,
1 Perzonnel Actions
click the box to the left _of e e
Leave of Absence- Active. New Hire g

Change of Status
Concurrent Employment
Appointment Change _|
Cuick Hire

Rehire - Quick Hire
Separation

Fehire

Leave of Absence - Active |
Leave of Absence - Inactive

B Then click @ (Execute).

Feturn from Leave of Absence
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Actions (0000)

B Fields to complete:

— Reason for Action (use
matchcode)

B When finished, click @ (Enter) ==

and then click @ (Save).

&
Infotype  Edit Goto Extras  System  Help
V] DAHIGCEQ CHE SDO80 HE @
Copy Actions (0000)
DD ‘@ Execute info group Hé? Change info graup ‘
Pers.No. 40000015

Mame WOLAN STEPHEN
Persarea |3105|¥Wash Corrections Center
PSubarea |BATA | Institutions

EEGroup|Q| Permanent
EESUbgroup 06| W-OT Elig=d0hradnk  Status — Active

Note: The system has added a day
to the State date. The start day
becomes the first day the employee
starts leave.

[szzfzﬂwtu 12£31/9939
Personnel action
Action Type U8 Leave of Absence - Active &
Feason for Action 16, LWOF
Status
Employment 3 Active [
Organizational assignment
Position 70132226| FISCAL TECH 2
Personnel area 3105 Wyash Corrections Center
Employee group £} Permanent

Employee subgroup K] M-0T Elig=40hrsiuk

Additional actions

Start Date |Act. |Actinn Type

|ActR |Reasnn for action
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Organizational Assignment (0001)

B Verify the information is
correct.

B \When finished, click &

(Enter) and then click
(Save).

— If no changes are made to
the infotype, continue to
save.

=
Infotype Edit Goto  Extras  System Help

G 24" e EHE D08 EE @

Copy Organizational Assignment (0001)

4AQ0A015
PersArea |[3105 Wash Corrections Center

Personnel Mo, Mame NOLAM STEPHEM

EEGroup 0 | Permanent

PSsubarea GOTA | Institutions EESubgroup (06 | M-OT Elig=40hrsiwlk  Status  Active
Start bz/mz/2012 tD 12/31/9999

Enterprise structure

CoCode A0 STATE OF WASHINGTORMN

Pers.area 3105 Yash Corrections Center Subarea aaTA Institutions

Cost Ctr 3100000000 DEFAULT AGENC.. Bus. Area 3100, Department of Corrections

Fund
Personnel structure
EE group (6] Permanent Payr area 11 SEmi-monthly

EE subgroup (06 M-OT Elig=40hrsAik Contract 02 Probation &l

Organizational plan Administrator
Percentage  [10Q0.00 | Assignment Persadmin (003 | ACCOLNTING
Position 70132226) B3B3 Time 003 | ACCOUNTING
FISCAL TECH 2 PayrAdmin (003 ACCOUNTING
Job key 5O000623, 148k
FISCAL TECHMICIAN 2
Exermpt N
Org. Unit Jo00E153 2206
WASH CORRECTION..
org.key 2206
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Monitoring of Tasks (0019)

B Fields to complete:

— Task Type

— Date of Task

— Processing Indicator
— Reminder Date

B When finished, click &
(Enter) and then click
(Save).

[=
Infotype  Edit Goto  Extras  System Help

& 248 @@ S EHE D008 FEE @ o

Create Monitoring of Tasks (0019)

Personnel Mo, 40000015 NOLAN STEPHEN
Persarea |3105|Wash Corrections Center EEGroup || Permanent
Psubarea 0OTA | Institutions EESubgroup (06| M-0OT Elig=40hrsfwk  Status  Active

Marme

Task

Task Type 115 End of Leave z

Date of Task oe/so1 /2012 Processing indicatar 1 Task in process B
Reminder

Reminder Date O5/2572012

Lead/follow-up time For specific task type E
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Personnel Administration / Payroll

B There is no handoff to the Payroll Processor, but they
should be notified that the employee has been placed
on Leave of Absence.
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HRMS
Activity
s

Process Paid Leave of Absence
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Review Questions

B Why would you use a Leave of Absence- Active for an
employee who is out on leave without pay?

B A Leave of Absence- Inactive is processed in HRMS
when the employee takes how many consecutive days
off?
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Return from Leave of Absence

B The Return from Leave of Absence
action records an employee returning
from a Leave of Absence (active or
Inactive

B To process the Return from Leave of
Absence you must receive verification
from the employee’s supervisor.

— This requirement is agency specific.
Please check with your agency on the
needs for the process.

B Though an end date has been set up
through HRMS when leave was
recorded you must complete the Return
from Leave of Absence action and
Monitoring of Task (0019).
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Return from Leave of Absence
Infotypes

B Update the following infotypes during the Leave of
Absence - Active action including:

— Actions (0000)
— Organizational Assighment (0001)
— Date Specifications (0041)

B Use PA30 to maintain the following infotype:

— Monitoring of Task (0019)
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Return from Leave of Absence

Personnel Action

B To create a Return from Leave of
Absence Action using the menu
path:

— Follow Human Resources =2
Personnel Management -
Administration 2> HR Master
Data - Personnel Actions

— Or enter transaction code
PA40 in the Command field

=

Extras Svystem Help
& Pa40 T |<1 CEa DHEE

SAP Easy ACCess
Bl ME

~ 3 Favorites
 OPA/OM
I (O Financials
b (3 Time Management
b (3 Payroll
~ 3 SAP menu
I (0 Office
I (3 Cross-Application Components
I O3 Logistics
I (O Accounting
~ 3 Human Resources
2 PPMDT - Manager's Desktop
~ & Personnel Management
= S Administration
~ 3 HR Master Data

" E EHEEHIH
i PA20 - Display

2 PA10 - Personnel File

i PA70 - Fast Entry

i PA42 - Fast entry: Actions
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Return from Leave of Absence

B Fields to complete:

— From (Enter the date the
employee returns from
leave)

— Personnel no.

B To access the Return
from Leave of Absence

action, click the box to the

left of Return from Leave
of Absence.

B Click @& (Execute).

=4

HR hlaster Data Edit Goto Extras  Utilities(M) Settings  System  Help

V] 3 A EIQ¢E@e SHE BNa8|FHEE @
Personnel Actions

HErsonnel no. 40000474 Enter the employees actual

first working day.

MName ARMSTROMG EDWARD
PersArea |3000| DSHS Headguarters
PSubarea |00JE| EconsSocialSves
rorm paf16/200

EE

M-OT Elig=40hrsfwlk  Status  Inactive

Personnel Actions
Action Type FPersonnel |EE group  |EE subgr | H
New Hire [4]
Change of Status
Concurrent Employment
Appointment Change |
Ciuick Hire

Rehire - Quick Hire
Separation

Rehire

Leave of Absence - Active
Leave of Absence - Inactive

| |Return from Ceave of Absence: |

|
e
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=
Infotype Edit Goto Extras System Help

Actions (0000)
| & 21/98 €@ 0HEB no0 BE @8

B Fields to complete: _
Copy Actions (0000)

—_— Reas O n fo r ACtI O n DDQ |@ Execute info group ||é’ Change info group |
(Use matChCOde) Pers No. 48000474

MName ARMSTRONG EDWARD
Persfrea |3000|DSHS Headguarters EEGroup |0 Permanent

H When flﬂlShed, Clleﬁ PSubarea |BBJE|Econ/SocialSvcs ~ EESubgroup |08 M-OT Elig>40hrsiwk  Status  Inactive
. Start 03/16/2008] to  |12/31/9999
(Enter) and then click
Personnel action
(Sav e) - Action Type UA Return from Leave of Absence e

Reason for Action 06  Return LWOP - Gov Senvice Appt
Status
Employment 3 Active g

Organizational assignment

Position 70120654 MAIL PROC DRIVER
Personnel area 3000 DSHS Headguarters
Employee group ] Permanent

Employee subgroup og M-OT Elig=40hrsfwk

Additional actions
Start Date |Act. |A|:ti|:|n Type |ActR |Reason for action
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Organizational Assignment (0001)

=
| Infotype Edit Goto Extras System Help
| @ 100 CaQ SHE nnoa RE QB

B Verify the information iS Copy Organizational Assignment (0001)

correct.

Personnel No. 40000474 MName ARMSTRONG EDWARD
PersArea |3000 DSHS Headquarters EEGroup |0 Permanent

. When f|n|Shed, CI|Ck ﬁ PSubarea |00JE|Econ/SocialSves ~ EESubgroup |06|M-OT Elig=40hrsiwk  Status  Active

Start 03/16/2008| to 12/31/9989
(Enter) and then CIICk Enterprise structure
S CoCode WAD1 STATE OF WASHINGTOM
( aV e) " Pers_area 3600 DSHS Headquarters Subarea OoJE Econ/SocialSvcs
Cost Ctr 3000000000 DEFAULT AGENCY 3( Bus. Area 3000|  Dept of Social & Health Serv.
Fund
— If no changes are made to
- - Personnel structure
the InfOtype, Contl nue to EE group 0 Permanent Payr.area 11 Semi-monthly
Save . EE subgroup |06  M-OT Elig=40hrs/wk Contract Permanent g
Organizational plan Administrator
Percentage 100 .80 | Assignment PersAdmin
Position 70120654 GEIT7 Time OBM| MSA/ASDIFISCAL OFFIC
MAIL PROC DRIVER PayrAdmin
Job key LO0OE0338 113J
MAIL PROC DRIVER
Exempt N
Org. Unit 30012253 EXECMSA MSFO
EXEC MSA MSFO FISCA
Org.key B70
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Date Specifications (0041)

=
Infotype Edit Goto Extras System Help

Date adjustments are not £ e s

automatic in H RMS Copy Date Specifications (0041)

When proceSSIng a. return Personnel MNo. 40000474 MName ARMSTRONG EDWARD

Persfrea |3000|DSHS Headguarters EEGroup |0 Permanent

from Leave Of Absence PSubarea |O0JE|Econ/SocialSves EESubgroup |08 | M-OT Elig=40hrsfwk Status  Active

. Start 03/16/2009| to 12/31/5989
(Inactive), you may need
. Date Specifications

to adJUSt the da.tes Date t‘_\?pe Date Date type Date

. 01| Anniversary Date 11/20/2001 02| Appointment Date 07/a7/2002
dependlng On the reason 03| Original Hire Date 12/21/2001 04| Prior PID 07/01/2003

05| Seniority Date 12/21/2001 07| Unbroken Srvc. Date 12/21/2001

the employee WaS On 18| Prsnl HolidayElgblty 06/16/2006

Leave of Absence.

Refer to the OLQR User
Procedure, Date
Specifications - Maintain.
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Date Specifications (0041)

=
Infotype Edit Goto Extras System Help

| & 200 eaQ SHE DnLD BRI QE

H Key Updates |f neEded Copy Date Specifications (0041)

or verify data. ClE

Personnel No. 40000474 MName ARMSTRONG EDWARD

Persfrea |3000|DSHS Headguarters EEGroup |0 Permanent

PSubarea |00JE|Econ/SocialSvecs EESubgroup |06|M-OT Elig=40hrsfwk  Status  Active
Start 03/16/2009| to 12/31/9989

B When finished, click®
(Enter) and then click @ =

01| Anniversary Date 11/20/2081 02| Appointment Date a7/07 /2002

S 03| Original Hire Date 12/21/2081 B4 | Prior PID a7/81/2003

( aV e) . 05| Seniority Date 12/21/2001 07| Unbroken Srvc. Date 12/21/2081
18| Prsnl HolidayElgblty O06/16/ 2006
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Monitoring of Task (0019)

System Help

B When the employee returns from o ocae

Leave of Absence, the

T SAP Easy Access
Monitoring of Task (0019) must

KL [w][4]

be updated.
=~ & Favorites
. . . . [@] URL - CUSTOMER SUPPORT
u TO malntaln the Monltorlng Of ZHE_RPTPYMN09 - Payroll Threshold Report
Task infotype: AL
" [ [J Office
[ [J Cross-Application Components
— Follow menu path: Human > (W)
[ [J Accounting
Resources = Personnel ~ 2] Human Resources
Management = Administration _ gEZEEHT”;|MJ:§'3:$E§EHDP
- HR Master Data =2 Maintain =~ 1J Administration
] = 12 HR Master Data
— Or enter transaction code PA30 bt \ctions
iIn the Command field e
£ PA10 - Personnel File
22 PATO0 - Fast Entry
[2) PA42 - Fast entry: Actions
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Maintain Monitoring of Task (0019)

=
- . | HR master data Edit Goto Extras Utilities(M) Settings System Help
Click the Addtl. & 200 eee CHE D000 B @6

Personal Data tab Maintain HR Master Data

and click the box to the BliZl«lDj&a

. . -- * | Personnel no. 40000474
left of the Monitoring of e TFSTRONG EDWARD
< @ Person | PersArea  |3000| DSHS Headquarters EEGroup |@| Permanent
TaSk (0019) %ED” PSubarea |08JE|Econ/SocialSves ~ EESubgroup |86|M-OT Elig>40thatus Active
ez
. . {Hl Fre
‘ ’
B | the ‘Period’ section, I S Mong
CIICk @ A” (AI I)l lI _____ EE T S Tt : Period
Monitoring of Tasks. O Period
. e e sak ca-tin St e iarant hd From To
- TO VIeW a.” records Education () Today O Curr.week
Created CI |Ck Fe Other/Previous Employers @ All ) Current month
’ L,

(Overview).

Objects on Loan
Additional Personal Data
Military Service

Residence Status

Communication

A

<

(O From curr.date
(O To Current Date
(2 Current Period

(O Last week
(O Last month
(O Current Year

|E Choose
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Monitoring of Task (0019)

B Select the appropriate
record

— Task Type

» End of Leave
Click 4l (Change)
Fields to complete:

— Date of Task

— Processing indicator

» Task Completed
When finished, click &

(Enter) and then click

(Save)

=
Infotype Edit Goto Extras System Help
@

dH eae SHE athoan BAE @

List Monitoring of Tasks (0019)

Dl

Personnel Mo. 40000474
PersArea |3000) DSHS Headquarters
PSubarea |08JE| Econ/SocialSvcs

Mame

= @1} Person
{&l con
ﬂﬂ Ses
{iH Fre:

EESubgroup |08 M-OT Elig=40hrsiwk

ARMSTRONG EDWARD
EEGroup |0 Permanent
Status  Active

Task
Task Type
Date of Task

Ini t
05 End of Leave
03/01/2009

Zl

Processing indicator 2 Task completed

| Reminder
| Domindar Data

A2 12009
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I || * | Personnel Mo. 40000474 MName ARMSTRONG EDWARD
Find by PersArea 3000 DSHS Headquarters EEGroup |0 | Permanent
< @ Person| PSubarea |00JE| Econ/SocialSves EESubgroup |06 | M-OT Elig=40hrs/wk ~ Status  Active
(B Coll| g hoose  |01/01/1800 to  [12/31/9999 STy
fHl Se:
{Hl Fre: -
Ini t | Oveniew
Task on [Task Type |1ask Type Text [Processing maicaror Reminaer
L=« Joaro1/2009 05 End of Leave New task T 02/16/2009
=
=
=
Infotype Edit Goto Extras System Help
V] 2 dHIC@Q B EEESO08]|EE G
Copy Monitoring of Tasks (0019)
[ElE) 2



HRMS
Activity

4 - & -.- . ’>,~/‘

Process Return from Leave of Absence
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Review Questions

B From the Personnel Actions screen, what date would
you enter in the ‘From’ field when placing someone on
Activel/lnactive leave of absence?

B What infotype is not included in the dynamic action
Return from Leave of Absence?
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Separation



Separation Overview

Upon completion of this section you will be able to:

B Define the key terms and concepts associated with the
Employee Separation action.

B Navigate through the Separation infotypes and understand the
Importance of the information in each infotype.

B Complete an Employee Separation action.
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Separation

B A separation occurs when an employee discontinues
his/her employment with the state of Washington.

B There are three main types of separations:

— Retirement - A voluntary separation from employment with
the state of Washington based on years of service and

eligibility.
— Resignation - A voluntary separation from employment
with the state of Washington.

— Termination - An involuntary separation from employment
with the state of Washington.
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Separation

B \When an employee separates from state service his/her
Information is stored within HRMS using the assigned personnel
number.

B Reports outlining separations are sent via an interface to Health
Care Authority, Department of Retirement Systems and Unions as
the separation occurs.

B Prior to starting the separation action, contact the Time and
Attendance Processor to delete any future CAT entries after the
separation date.

&— You will not be able to continue the action with these entries in CATS.

B The employee’s system status will be ‘withdrawn’.

166



Processing a Separation

B To process an employee separation, you
require either:

— A letter from the employee indicating
reason for separation and the effective
date.

— A letter from the appropriate appointing
authority indicating reason for separation
and effective date.

Note: Your agency may have other
requirements. Please follow any agency
specific guidelines.
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Separation Action Infotypes

B Update the following infotypes during the Separation
action including:

— Actions (0000)
= Create Vacancy

— Communications (0150)
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Separation Action

B To create a Separation Action
using the menu path:

— Follow Human Resources =2
Personnel Management -
Administration 2> HR Master
Data - Personnel Actions

— Or enter transaction code
PA40 in the Command field

=

Extras Svystem Help
& Pa40 T |<1 CEa DHEE

SAP Easy ACCess
Bl ME

~ 3 Favorites
I (O PA/OM
I (O Financials
b (3 Time Management
b (3 Payroll
~ 3 SAP menu
I (0 Office
I (3 Cross-Application Components
I O3 Logistics
I (O Accounting
~ 3 Human Resources
2 PPMDT - Manager's Desktop
~ & Personnel Management
= S Administration

= 3 HR Master Data

e L 2A30 . Maintain

i PA20 - Display

2 PA10 - Personnel File

i PA70 - Fast Entry

i PA42 - Fast entry: Actions
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Separation Personnel Action

=3
| HR haster Data  Edit Goto Extras  Utilities(h)  Settings  System  Help

| @ 10 Qe LHE DDoD AR QF

. Personnel Actions
— From (Last working day

In the office)
- PeI’S onn el NO. IF'ersunnel no. 40000064 I

Marne CHI CHARLES Enter employees last working
Persarea |1830| Consolidated Tech day. ermanent
. PoSybares (G001 MNon Fepresented == Monthly(k) OT Exe.. Status  Active
B To access the Separation [ron 111512012
action, click the box to the pemm=

. Action Type Persannel |EE group  |EE subgr | [
left of Separation. New e B
Change of Status

. Concurrent Employment

N C“Ck @ (EX ecu te) . " |Appointment Change |
- |Quick Hire
Fehire - Quick Hire
Separation |
Rehire
Leave of Absence - Active
Leave of Absence - Inactive
Return from Leave of Absence

B Fields to complete:

|
|[]
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Actions (0000)

B Fields to complete

— Reason for Action (use drop
down)

B \When finished, click & (Enter)

and then click @ (Save).

Note: The system has added a day to
the Start date. The start date is the first
day the employee is separated from
state service. Also the Employment
status now reads ‘withdrawn’.

=
Infotype  Edit Goto Extras  System Help

|@ 2900 eae SHB anon FAFR @E
Copy Actions (0000)

DD |@ Execute info group ||d§’ Change info group |

Pers.Mo. 40000064

Mame CHI CHARLES

PersArea (1630 Consolidated Technology Swes EEGroup |0 Permanent

Psubarea |EOG1 | Mon Represented  EESubgroup |01 [ Monthiy(M) OT Exe. Status  Active

Start 0141672012 to 12431 /9989

Personnel action

Action Type Separation El

Reason for Action 21 Resign I

Status

Employment Withdrawn [

Organizational assignment
Position 71000467
Personnel area 1630
Employee group ]
Employee subgroup 01

TEST POSITION CTS 1
Consolidated Technology SvCs
FPermanent

hionthly(hd) OT Exempt

Additional actions

IStart Date IAct. IActiunType If‘-\ctR |Reasunfuractinn
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Create Vacancy

B Upon saving the Actions infotype (0000), a Create Vacancy
pop-up window will appear. This information is stored in the
Position Vacancy infotype in Organizational Management.

B Click ‘Yes’ to Create the vacancy.

B Click ‘No’ if the position is multi-filled.

I@Create “acancy

S 70018523 INVESTIGATOR 4 Note: If the position is
multi-filled select ‘No'.

Create an

After creating the vacancy,
click &4 (Exit) to exit the
action.

| Yes || Mo || #& Cancel
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Delimiting Cost Distribution (0027)

B For Employees who have an existing Cost Distribution
(0027) established, the system will automatically delimit the
Infotype ending the last day of the pay period.

III?'Inﬁ:urmatinn
@ 170027 Cost Distribution has been delimited at

the end of the pay period due to separation

v @

Note: This will not appear
for every employee.
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Organizational Assignment (0001)

Note: The position
number located Iin
Organizational
Assignment (0001) will
automatically change to
99999999 (system’s
position default) on a
Separation action. Do
not change this number
back to the appointment
position number. This
Information will be
available in the infotype’s
history.

|II7

| &

Infotype Edit Goto Extras System Help

JE e DHEE 000 BE @

Display Organizational Assignment

»

Find by

= @ Person

Ini test

[H] Collective search h
[H] Search Term
{Hl Free search

B[«D]

Personnel Mo. 40000064 Mame CHI CHARLES

PersArea |1550 Dept of Info Semnices EEGroup |8|P
PSubarea |0001|MNon Represented EESubgroup |81 | Monthly(M) OT
Start @1/16/2010, to 12/31/9999 Chng |81/25

Enterprise structure

CoCode WAD1|  STATE OF WASHINGTON

Pers_area 1558  Dept of Info Senices Subarea ]

Cost Ctr 1550000000 DEFAULT AGENCY 1fBus. Area 1
Fund

Personnel structure

EE group &] Permanent Payr.area

EE subgroup 87|  Monthly(M) OT Exempt Contract

QOrganizational plan Administrator

Position 98989389  Integration: default posi PersAdmin

Job key 50001666) IT SPEC 4 Time

Exempt N PayrAdmin

Org. Unit 30800877, Command Center (Grave)

Org.key 4540
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Communications (0105)

N The d el | m |t [ Infotype Edit  Goto  Extras  Systern Help
communications @ B @@ CHE D00 AR @
iInfotype is used to  Delimit Communication (0105)
delimit the email E B
address {0 be Persornel Mo, ] MName | |
Persfrea 1050 Office of Financial Mgt EEGroup B Civil Service Exernpt
used . PSubarea (0001 Mon Represented  EESubgroup (00 Hourly (H) OT Exern.. Status  wWithdrawn
Choose 03/17/2013] 1o 12/31/9999 5Tv. 0010 Delimit.Date 03/17/2013
B Select the box to
- Start Date  End Date Ca,.. |Mame 1D/ rurnber LI i
Ieft Of the emall CIDIIDIEDDE 312f31f9999 0010 E-rnail PHILLIPS@DOP WA, GO -

address to select.

B Press & (Delimit).

After saving, click & (Exit) to
exit the action.

-
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Personnel Administration / Payroll Handoff

B After personnel updates are made to the employee’s
iInformation, the employee information is transferred to the
Payroll Processor.

B After the separation, the employee’s personnel
number remains exclusive to their file.

For example: If John retires in 2009 and decides to return to
employment in 2015, his personnel number from his last
employment is still valid and will identify his record in 2015.
When John returns back to state employment, he will be
considered a Rehire.
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HRMS
Activity
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Process Employee Separation
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Change Leaving Date - Separation

B To change the employee’s
leaving date after the
separation action has been
completed, use the Change
Entry/Leaving Date
transaction PA41.

B Click @ (Execute).

B Enter new date in Start
field, click & (Enter) and
then click @ (Save).

|II7

HR Master Data Edit Goto System Help

| @ 200 a0 SHE DDoD AE QO

Change Entry/Leaving Date

|II7

______

Persannel no.
MName ALLEN VICTORIA
Persfrea | 3570 Dept of Early Learning
PSubarea |0001|MNon Represented

EEGroup |0 Permanent

EESubgroup (06| M-OT Elig=40hrsfwk ~ Status  Withdrawn

Infotype Edit Goto Extras System Help

| & 2 0B @@ CHE anan BE QB

Change Actions (0000)

@ |@ Execute info group ||é’ Change info group |

Pers.MNo. Soee1e00
MName ALLEN VICTORIA
Persfrea |3570| Dept of Early Learning

EEGroup |0 Permanent

ESubarea 0001 Mon Benresanted EESubgroup |06 M-OT Elig=40hrs/wk  Status  Withdrawn
Start 05/04/2009| to 12/31/9999 Chng |05/12/2009 || JANETP
Personnel action
Action Type U5 Separation [
Reason for Action 23 Retirement
Status
Employment 0 Withdrawn g
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Change Leaving Date - Separation

[E Change leaving date
‘Action! US| Separation

Original date a5/01/2003

New date 05/03/2009

Infotype records

B Select all infotypes that will .
need to be changed. R i e e e 'L“::a’;zsmg

B Click ¥ (Continue (Enter)). |

B Postpone action dialog will
appear, CIiCk |w" Continue |
(Continue).

[l

LD KDy

B [nformation dialog will ¥
MIENENES

appear’ CIiCk f (Continue). I@Changeleavingdate _—

@ Only the selected infotype records will be moved

See OLQR User Procedure, || .

Separation Action — Change Leaving = niomaton
Date for more inform ation . 0 Validity end date of existing records are moved
7@
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http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/UserProcedures/separation_changeleavedate.doc
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Personnel
Administration
Reports




Personnel Administration Reports

Upon completion of this section you will be
able to:

Learn the basic components of running
reports needed to complete Personnel
Administration tasks.
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Reporting in HRMS

B HRMS integration provides
the capability to run reports
within Personnel Areas
(agencies or sub-agencies).

B Generating reports allows you
to process information quickly
to support decision making.

B Ability to export and
manipulate “real-time” data.
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HRMS Customized Reporting - Transaction
Code Map

4 I
, The Transaction Code
Functional Area used for this example
is the Payroll Posting
HR = Human Resources Report. P

l Functional Areas:

/_)\_\ / \ PY — Payraoll
Z HR _ RPT PY 126

I I I OM - Organizational

PA — Personnel
Administration

Management

«z7 = Custom “RPT”=Report Report GAP# |TM-—Time
Management

BN - Benefits
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HRMS Reporting resources

Visit the OLQR website
(http://www.hr.wa.gov/payroll/HRMS/OnLlI
neQuickReference/) for the following:

— HRMS Reports
= Variants Create and Retrieve

—Job Aids A-Z
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http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/
http://www.dop.wa.gov/payroll/HRMS/OnLineQuickReference/
http://www.dop.wa.gov/SiteCollectionDocuments/Payroll/HRMSSupport/TrainingAndOLQR/HRMSReports/Variants_Create_and_Retrieve.doc

Actions Report

B Used to identify new hires,
transfers and/or separations

within the organization.

B Run the report when analysis
on new hires is needed.

B Access the report using the
transaction code
Z/HR_RPTPA457.
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Actions Report

B Select a Reporting
Period as required

B Selection Criteria
Include the following
conditional fields:

— Personnel Number
— Employment Status
— Personnel area

B Enter the conditional
Program selections

— Effective Date of
Action

— Action Type
B Click @ (Execute)

|':
|

rogram Edit Goto System Help

3 AHCa  SHEHE D008 B @

el‘uql-J

Action Report

_@| < OrgStructure H < Search Help |

Period

Reporting Period | Other Period El 01/61/2009| - 03/31/2009

Selection Criteria
Personnel Mumber
Employment Status 3
Personnel area 3570
Personnel subarea

Employee group

[slsl sl el ¢l ¢

Employee subgroup

Program selections

Effective Date of Action to
Action Type uo to E

Output format

® SAP List Viewer
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Viewing Results: Actions Report

=
List Edit Goto Views Settings System Help

| & 2100 @ee SHE Nnon BE @M

Action Report

Action Report

Personnel Area 1Persnnne| SubarealDuty Station Cuu___l F'Dsitinnl.]ub Last name First name Effective D... |End Date
Dept of Early Learning| Mon Represented |34 71000051 FISCAL ANALYST 2 ALLEN, VICTORIA 03/01/2008 |05/03/2009
MNon Represented |34 71000052 FISCAL ANALYST 3 HOLDEN, PAIGE 02/16/2009 |12/31/9999
Mon Represented |34 71000053 FISCAL ANALYST 2 WOODWARD, LEO 02/16/2008 |12/31/9999
MNon Represented |34 71000055 FISCAL ANALYST 2 FROST, ELLIS 02/16/2009 |12/31/9999
Mon Represented |34 71000055 FISCAL ANALYST 3 JOHN, LILLY 02/16/2008 |12/31/9999
MNon Represented |34 71000061 |FISCAL ANALYST 2 WONG, AIDAN 02/16/2009 |12/31/9999
Mon Represented |34 71000063 FISCAL ANALYST 3 SINGE, ERIN 02/16/2008 |12/31/9999
MNon Represented |34 71000064 FISCAL ANALYST 2 COLEMAN, AALIYAH 02/16/2009 |12/31/9999
Mon Represented |34 71000065 FISCAL ANALYST 3 WALKER, SPENCER 02/16/2008 |12/31/9999
MNon-supervisory |34 71004271 | SOCIAL WORKER 3 AIZAWA, YUICHI 05/07/2007 |12/31/9999
Mon-supervisory |34 71004235 SOCIAL WORKER 3 WOODLEY, SHAILENE 07/09/2007 |12/31/9999
MNon-supervisory |34 71004372 SOCIAL & HEALTH PROGRAM CONSULTANT 2 RAISA, FRANCIA 01/16/2008 |12/31/9999
Mon-supervisory |34 71004171 SOCIAL & HEALTH PROGRAM CONSULTANT 2 BELLE. CAMILLE 05/27/2008 |12/31/9999
MNon Represented |34 71000056 FISCAL ANALYST 3 BROWN, DAISY 02/16/2009 |12/31/9999
Mon Represented |34 71000060 FISCAL ANALYST 3 SMITH, DEMI 02/16/2008 |12/31/9999
MNon-supervisory |34 71004362 | SECRETARY SEMIOR RIDER, AMY 10/22/2007  |12/31/9999
Mon Represented |34 71000057 FISCAL ANALYST 2 CHAMBERS, THOMAS 02/16/2008 |12/31/9999
MNon Represented |34 71000054 FISCAL ANALYST 3 HUDSOMN, LOUIS 02/16/2009 |12/31/9999
Mon Represented |34 71000059 FISCAL ANALYST 3 CONOLLY, KAl 02/16/2008 |12/31/9999
MNon Represented |34 71000062 FISCAL ANALYST 2 DAVIDSON, FAITH 02/16/2009 |12/31/9999
Mon Represented |34 71000066 FISCAL ANALYST 4 FLORENTING, SIMONETTA |02/16/2009 | 12/31/9999
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Viewing Results: Actions Report - cont’d

=
| List

| @

Edit Goto WViews Settings

B

System Help

AEH e SHEE DDA |E

Action Report

g

Acti

on Report

Act. |

Reason for Action |

Org. un.|EO 1 Personnel ID|Name of Action Type

o
Lo
o
Lo
o
Lo
o
Lo
o
Lo
o
Lo
o
Lo
o
Lo
o
Lo
o
Lo
o

Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment
Probationary Appointment

31000051
31000051
31000051
31000051
31000051
31000051
31000051
31000051
31000051
31003180
31003181
31003180
31003181
31000051
31000051
31003179
31000051
31000051
31000051
31000051
31000051

01

02

03
04

05

05000100
05000101
05000102
05000104

Mew Hire
Mew Hire
Mew Hire
Mew Hire

05000107  New Hire

05000110
05000112
05000113
05000114
40000426
40000428
40000430
40000431
05000105
05000109
40000429
05000106
05000103
05000108
05000111
05000115

Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
Mew Hire
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Act|V|ty

Action Report —
/HR _RPTPA457
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Task Monitoring Report

=
| Infotype Edit Goto Extras System Help

B The Task Monitoring Report E T TP = =P

Identifies what tasks have been create Monitoring of Tasks (0019)

created on the Monitoring of [EE
Task infotype (0019) Personnel No. | 40080818 Name BRADY-FORST BERNARD

Persfrea |4950 Dept of Agriculture EEGroup |0 Permanent
PSubarea |0081 | Non Represented EESubgroup |81 Maonthly{M) OT Exempt Status  Active

B Run the report when analyzing

tasks created for a specific = _
periOd or due to eXpire. Date of Task g; E'rrluaﬁngeexseeziglem b New task
S 03 In-Training Complete
— Example: ldentify et " Eﬁ’;‘;‘f‘;;ii:a' D
employees who probation o7 Bl st and e
period or trial service is to O e
end.

B Access the Task Monitoring
Report using the transaction
code S PHO 48000450.
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|II7

Program Edit Goto System  Help

Task Monitoring [ | 18/©0e BNk ©5¢H O o

Task Monitoring

- AS req u I red y e nter Or Further selections || & Search helps [=  org structure
. Period
I P d OTod O Current month O Current
Se eCt a. e rl O C'U(:J t?'mday OFFZ:’TQ;;:” urrent year
@ Other period

Data Selection Feriod 0370172007 To B3/31/2007

B Conditional Selection comemindensoe T
criteria include:

— Personnel Number =

Employee subgroup

- Employment Status Frogram selections

Task to

—_ Reminder Date to
Personnel area 10 o
Processing Indicator to

— TaS k Administrator for Person iG]

- Remlnder Date ‘ O SAP List Viewer
— ProceSSIng Indlcator @ ABAP List O Display as table

_ : Note: The report defaults
B When finished, click @ as ABAP List (Standard

(Execute). Layout). Select SAP List
Viewer (ALV).
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Viewing Results: Task Monitoring

= List  Edit Goto Wiews  Settings  System Help

& | dH @@ CHE DDl8 BE @m

Task Monitoring

@ a9 @ BITHTIh HaEE

Task Monitoring

Task “ Reminder PI |Processing indicator TT  Task Type Personnel Mo, First name|Last name Rernarks (Row 1) Rernarks (Row 20 Remarks (Row 30
[EISI 16f2007 |§_|I"Ellf 16/2007 1 Task in process 01 Prob per to expire 40000442 BESSIE  ROTH
03/18/2007 03/04,2007 Mew tazk 01 Prob per to expire 40000377 YASUE iZHI
04/08/2007 03/08,2007 Mew tazk 01 Prob per to expire 40000378 Ry k.OMORI
04232007  02/23f2007 e task 01 Prob per to expire 40000187 MARY R AR
40000209 TAIN TS'UI

SAP LIST VIEW

04/01/2008 03/18/2008  New task 02
Tri1al Service expire
40000334 WENDY BUMMELL

Task  04/16/2008

04/16/2008 04/15/2008  New task a1
Prob per to expire
40000365 ISHIN MORISHITA

ABAP LIST VIEW
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Act|V|ty

Task Monitoring —
S PHO_48000450
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Reference Personnel Numbers

B Used to identify employees in
the personnel area that have
a Reference Personnel
Number (two or more
personnel numbers) created
in HRMS.

B Run the report when analysis
on Reference Personnel
Numbers Is needed.

B Access the report using the
transaction code
S AHR 61016358.
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Reference Personnel Numbers

B As required, enter the Period

B To add additional Selection
fields click on the Further
Selection option (Personnel
Area and Employment Status
IS currently not displayed)

=
Program Edit Goto System Help

| & 2118 Q@@ BHE nnan AR
Reference Personnel Numbers

GEEE

Further selections = Search helps

Period

O Today O Current manth O Current year
O Up to today O From today
@ Other period

Data Selection Period Ta

Person selection period To

| Payrall period

Selection
Personnel Number
Payroll area
Pers.area/subarealcost cente

[olel el

Employee group/subgroup

Additional data
Group by employee
Display detailed information
[¥]Highlight changes
[¥IHighlight incorrect data
Display error list
Display statistics list
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Reference Personnel Numbers

B From the Selection box,
select the desired fields.

— Employment Status

— Personnel area
W Click [»|/(Choose) to select
the fields.

B Click ¥ (Continue (Enter)).

I@Chnose Selection Fields

Selection options

| Selection options

Action type

Reason for action
Customer-specific status
Employment status
Special payment status
Company code

Personnel subarea
Employee group
Employee subgroup
Organization key
Business area
Legal person

D
= yoal

(DI

Selection fields

Selection fields IR I |—|
_F'ersnnnel number [+]
| |Payroll area @
_F'ers.areafsubareafcnst center
| |Employee group/subgroup
| (4]

[~]

Selection:

4
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Reference Personnel Numbers

=
Program Edit Goto System Help

| & 2118 Q@@ BHE nnan AR

Reference Personnel Numbers

B Fields to complete: SEmE
Further selections || i Search helps |

- Em p I Oy m en t Stat u S % O Current month QO Current year

. O Up to today O From today
u (3 - ACtlve) (O Other period
Data Selection Period To
—_— Pers O n n eI A r ea Person selection period Ta

| Payroll period

= (3008 — DSHS WSH)

Selection
Personnel Number

Employment status 3

Personnel area 3000

B Click @ (Execute). o <

Pers_area/subarea/cost cente

Employee group/subgroup

Additional data
Group by employee
Display detailed information
[¥] Highlight changes
Highlight incorrect data
Display error list
Display statistics list
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Viewing Results: Reference Personnel
Numbers

Reference Personnel Numbers

Name

HALE JASPER

Reporting period B1/81/1808 to 12/31/95989

Sort: in ascending order by pers.no.

PerNo. StaffStatus |Company code Personnel area Emp1Group|EmplSubgroup Empl. %
Data in period from G6/16/2006 to 12/07/2006:

400004408(3 Active WAD1 STATE OF WASHIN|3024 DSH: Region 4 |0 Permane|B85 H-O0T Elig=48hrs/wk |100.00 %
400068441 |53 Active WAG1 STATE OF WASHIN|3G000 DSHS Headquarte|@ Permane|88 Hourly (H) OT Exempt|100.00 %
Data in period from 12/08/2006 to BO3/15/2008:

400004408(3 Active WAD1 STATE OF WASHIN|3024 DSH: Region 4 |1 Tempora|B85 H-O0T Elig=48hrs/wk |100.00 %
400068441 |53 Active WAG1 STATE OF WASHIN|3G000 DSHS Headquarte|@ Permane|88 Hourly (H) OT Exempt|100.00 %
Data in period from G3/16/2008 to 04/15/2008:

400004408(3 Active WAD1 STATE OF WASHIN|3024 DSH: Region 4 |0 Permane|B85 H-O0T Elig=40hrs/wk |100.00 %
400068441 |53 Active WAG1 STATE OF WASHIN|3G000 DSHS Headquarte|@ Permane|88 Hourly (H) OT Exempt|100.00 %
Data in period from B84/16/2008 to 12/31/9999:

400004408(3 Active WAD1 STATE OF WASHIN|3024 DSH: Region 4 |0 Permane|B85 H-O0T Elig=48hrs/wk |100.00 %
40000441 (3 Active WAD1 STATE OF WASHIN| 3008 DSH: Headquarte|O Permane|B85 H-O0T Elig=4@hrs/wk |100.00 %

No incorrect personnel numbers found

No incomplete table entries found
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Flexible Employee Data Report

B Provides agency users the ability to create their own reports by
selecting from a dropdown list of fields designated for end user
ADHOC reporting.

B Security authorization to view selected fields will be driven by the
end users active security profile. Only authorized employee records
and associated infotype fields will be presented in the report.

B HRMS also provides a standard Flexible Employee Data report.
This report has the same selection concepts, but provides additional
field options. To access the standard report, use transaction code
S AHR 61016362.

B Access the customized report using the transaction code
ZHR_RPTPANO2.
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Flexible Employee Data Report -
ZHR_RPTPANO2

B Enter a Key Date.

B To add additional
Selection fields click
on the Further
Selection option.
(Personnel Area and
Employment Status
IS currently not
displayed)

=g

Program Edit Goto System Help
2 A BEGEa@ BEE D008 EE @

&

State of Washington Flexible Employee Data Report

CIIE

Further selections || 4

Search helps

E

Sort order

=

Org. structure

Key date
@ Today
(O Other keydate
Key Date

Selection
Personnel Mumber

Data Limiter
MNumber of Employees

100

Additional data

| = Field selection
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Flexible Employee Data Report -

ZHR_RPTPANO2

IE? Choose Selection Fields

=

B From the Selection box, ton oo

Selection options

Employment status

select the desired fields. S

Cost center

Personne | subarea

Employee group

— Employment Status EEW&E subgroup
Payroll area

— Personnel area

[«10] e ||

B Click |*|(Choose) to select
the fields.

[=

Selection fields

Selection fields

Personnel number

[0 |

Selection:

1

B Click ¥ (Continue (Enter)).
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Flexible Employee Data Report -
ZHR_RPTPANO2

=
Program Edit Goto System Help

| & 2100 @ee SHE nNon BE @M

State of Washington Flexible Employee Data Report

B In the Additional Data

Sectlon y Se | eCt th e | Further selections || = Search helps || = Sort order || = Org. structure

Key date

Field selection to o

(O Other keydate

display additional data | = o

on the report. Selaton

Personnel Number

Employment status 3

Personnel area 3570
Data Limiter

Mumber of Employees 100

Additional data
| = Field selection
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Flexible Employee Data

ZHR_RPTPANO2

B In the Additional Data
section, select the Field
selection to display
additional data on the
report.

Click on the box to the
right of the Selectable

fields, then click on the || |op

(choose arrows) to move
the selected items to the
Selected fields area.

Click # (Continue) to
return to the report.

Report -

IIlI?f'HF?. field selection
Selectable field Selected fields
Selectable field | ] Selected fields R[]
Kiction: (4] [4]
Action Type @ E ] @
Anniversary Dat —] |
Annual Salary ]
Appointment Date H |
Branch/Region/Market 1D ]
Business Area ]
Business Area Code ]
CadIIII?f'HR field selection
2P| Selectable fields Selected fields
= | |selectable fields [ ] [ |selected fields RI[ ]
0 Action [+] Anniversary Date [+]
o Action Type @ E Contract Type @
Annual Salary —] Full Mame
Appointment Date E Original Hire Date B
Branch/Region/Market ID Personne | Number
Business Area Position Long Text
Business Area Code Pasition Number
Cadet Hire Date
Capacity Utility Level |
Certificate ]
Commission Dat ]
Commission Tenure Dat E : E
Cost Cent [] []

2]~

ection: 7/ 30
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Flexible Employee Data Report -
ZHR_RPTPANO2

B Click @ (Execute)
to execute the
report.

=

Program Edit Goto System  Help
TH @@ SHE 008 EE @

&

g

State of Washington Flexible Employee Data Report

Further selections

L=

Search helps

=

Sort order

[E

Org. structure

Key date
@ Today
O Other keydate
Key Date

Selection
Personnel Number
Employment status

Personnel area

3570

o] ]9l

Data Limiter
Number of Employees

100

Additional data

|E> Field selection

204



Viewing Results: Flexible Employee Data

Report

B |n this example, the report displays the Employee’s Contract
Type, First Name, Last Name and Personnel Number.

=
| List Edit

| @

b

Goto  Views Settings System Help

JEH @@ SERE D000 BHE @

State of Washington Flexible Employee Data Report

El

State of Washington Flexible Employee Data Report

Date Range: 05/12/2009 - 05/12/2009

Anniversary DatE*Cantract Type |Full Name

Original Hire Date| Personnel Mumber|Position Long Text

Position Numberl

02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009
02/16/2009

Mon-Permanent HOLDEN, PAIGE

MNon-Permanent
MNon-Permanent
Mon-Permanent
MNon-Permanent
MNon-Permanent
MNon-Permanent
MNon-Permanent
MNon-Permanent
MNon-Permanent
MNon-Permanent
MNon-Permanent
MNon-Permanent
Mon-Permanent
MNon-Permanent

WOODWARD, LEO
HUDSON, LOUIS
FROST. ELLIS
BROWN, DAISY
CHAMBERS, THOMAS
JOHN, LILLY
COMOLLY, KAl
SMITH, DEMI
WONG, AIDAN
DAVIDSON. FAITH
SINGE, ERIN
COLEMAN, AALIYAH
WALKER, SPEMCER

02/16/2009
02/16/2009
0216/2009
02/16/2009
02/16/2009
0216/2009
02/16/2009
02/16/2009
02162009
02/16/2009
02/16/2009
02/16/2009
0216/2009
02/16/2009

FLORENTING. SIMONETTA |02/16/2009

05000101
05000102
05000103
05000104
05000105
05000106

BEMEFIT NEW HIRE 02
BEMNEFIT NEW HIRE 03
BEMEFIT NEW HIRE 04
BEMEFIT NEW HIRE 05
BEMNEFIT NEW HIRE 06
BEMEFIT NEW HIRE 07

05000107 BEMEFIT NEW HIRE 08

05000108
05000109
05000110
05000111
05000112
05000113
05000114
05000115

BEMEFIT NEW HIRE 09
BEMEFIT NEW HIRE 10
BEMEFIT NEW HIRE 11
BEMEFIT NEW HIRE 12
BEMEFIT NEW HIRE 13
BEMEFIT NEW HIRE 14
BEMEFIT NEW HIRE 152
BEMEFIT NEW HIRE 00

71000052
71000053
71000054
71000055
71000056
71000057
71000058
71000059
71000080
71000061
71000062
71000063
71000064
71000065
71000066
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Flexible Employee Data Report %

-

B Review OLQR User Procedures for:

exible Employee Data
exible Employee Data Report_Indirect Value
exible Employee Data
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http://win-shrweb.dis.wa.gov/olqr/nav/706/1754/index.htm
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HRMS
Act|V|ty

Flexible Employee Data Report —
Z/HR _RPTPANO2
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Periodic Increment and Longevity
Increase Projection Report

B Used to display current
Pay Scale data and to R l ™,
project new Pay Scale | /
data for periodic
Increment and longevity
Increases .

B Access the report using
the transaction code

Z/HR_RPTPAS8OS.
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Periodic Increment and Longevity
Increase Projection Report

B Complete the following  booom Edt Goto Sstem o
fields: @ B Ieee DHE DO RE QB

Periodic Increment and Longevity Increase Projection Report
® & H =

Further selections || = Search helps || = Sort order || = Org. structure |
Period

— Personnel area
— Business area

* Today “ICurrent maonth “ICurrent year
“IUp to today ~)From today

B Choose a report type: :

5
Period _|

B Click (Execute)to

Personnel Humber

execute the repOrt_ Employment status o

Organization key

-
(=}

Business area
Work contract
Crganizational unit
Position

Job

EEEEEEET

Additional data

4]

Planned compensation type T
Pay scale type to
Pay Scale Area to

Pay scale group to

[o[<[]%]

Pay scale level to
Display missed PID / Longevity

Data Format
Layout
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WMS/EMS Reports

B Used to identify WMS employees in
the agency as well as their salary,
status and review naotification.

B Access the report using the
transaction code ZHR_RPTPAS802.
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WMS/EMS Reports

B As required, enter the
Period

B Conditional selection
criteria include:

— Personnel area
— Business area

B Choose a report type:

— WMS Employee
Roster

— WMS
Salary/Status/Review
Notification

— WMS Salary Change
Activity Report (Fiscal
Year)

— EMS Report

n C|ICk @ (Execute) to
execute the report.

= WMS/EMS Reports

& 4B IC@a CHE Do HE @b

WMS/EMS Reports
@ & B =

Selections fram || = Search helps

Periodd

5 Qrg. structure

I Period

To 0771172013 I

E_LIUI 1

Personnel Mumber
Personnel area
Business area
Organizational unit
Job

o] o]

Report Type Selection

WS Employves Roster

WS SalaryfStatus,/Review MNotification

WS Salary Change Activity Report (Fiscal Year)
EMS Report

211



Viewing Results: Washington Management
Services Reports

- 3%
= List  Edit Goto  Wiews  Settings  Systern Help _

V] B @@ SHE Do RE @m

WMS/EMS Reports
@ AEAYFYY &8 @ 2Tl Baw

State of Washington - HRMS
WMS Employee Roster

Report ID : ZHR_RPTPAS02

User : KELLYW

Run Date : 07/11/2013

Period : 01/01/2012 through 12/31/2012

PERNRS reported: 15
Records reported: 15

Run Time: 00:00:03
P& Org Abbr PERMR. Employee Mame Status Job Title Paosition |Position Title TWAC PS& Perm EE Group  |Contract  Market S... Mgmt Type IT 8 Eff. D... IT 8 Reason
[54001?00?00 40000207 FAMG, Y1 Active WMS BAND 2 70073904 LI SP PIMGR B3v-0614 0002 Y Permanent Permanent Ins CHNSLT 09f01/2008 0Oz
2400 281000 40000287 JISHIP, ASHLEY Active WMS BAND 2 70073934 SPOKAME OPS MGR B3v-0614 0002 Y Permanent  Permanent HR MEMT 09/01/2008 02

Note: Not a complete screen shot of the
report.
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HRMS
Act|V|ty

WMS/EMS Reports — ZHR_RPTPAB802
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Movement - Turnover Report

B Used to identify employees who have
left an agency or sub-agency (Business
/ Personnel Area); have been hired into
the agency or sub-agency (Business /
Personnel Area); or who have moved - l
Into another sub-agency (Personnel
Area) within the agency (Business
Area)

B Run the report when analysis on new
hires is needed.

B Access the report using the transaction
code ZHR _RPTPYU26.

P

\ &
=
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Movement - Turnover Report

=
- 1 | Program Edit Goto System  Help
Condlyonal. , | @ 3 dHC@Q DHE D00 AR @
SeIeCt|On criteria Movement / Turnover Report
Include: S
Selection Criteria
— Date From et
— Date To pomenl A -
Business Area to
— Personnel Area
O R Aiiyii??;:riam

— Business Area

B Click @ (Execute)
to execute the
report.
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Viewing Results: Movement - Turnover
Report

= =18 &=
List Edit Goto Views Settings System Help

| & 20 HIeee BHE fnan BE QM

Movement / Turnover Report

State of Washington
Movement/Turnover Report

Program: ZHR_RFTFYL26
User: JAMNETP
Run Date: 05/12/2009

Employee ...|Employee Name Old Pers. Area |MNew Pers Area |Old Business .. |New Business.. |Begin Date End Date |Action Ir’-\ctiun Description |Reason Reason Description
5000000 CROSS, JASON 3000 3000 09/01/2008 12/31/9999 uo MNew Hire 02 Probationary Appointment
40000208 |LAI, MENG 5400 5400 5400 5400 10/01/2008 12/31/9999 Us Separation 23 Retirement
40000371 | SATO, SEIKA 4650 4650 09/01/2008 12/31/9999 uo New Hire 02 Probationary Appointment
40000480 HOPKINS, ELIJAH 1000 1000 09/22/2008 12/31/9999 uo MNew Hire 02 Probationary Appointment
40000483 CORNWELL, JOHM 4050 4050 4050 4050 09/16/2008 12/31/9999 U6 Rehire 23 MNon-Perm. Limited
40000494 MCCARTHY, ALMA 3008 3051 3000 3050 09/01/2008 12/31/9999 us Rehire 15 Reemployment

Note: The report allows you to go directly into the
employee’s HR Master Data by double-clicking on the
employee’s record in the report results.
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Viewing Results: Movement - Turnover

Report

=
| List Edit Goto Views Settings System Help
| @ 100 e@ae SHE fnon BE QB

E =

Movement / Turnover Report

State of Washington
Movement/Turnover Report

Program: ZHR_RPTPYLZ26
User: JAMETP
Run Date: 05/12/2009

Job Class|Job Class Short Text Job Class Long Text Old Job Class|Old Job Class Short Old Job Class Long T

50000274 100J OFF ASST 3

50003923 WMS03 WMS BAND 3 50003923 WMS03 WMS BAND 3

50001206 389A PARK RANGER 1

50001362 429C AGO INVESTIGATOR/AMALYST

50002552 530P TRANSPORTATION TECHMICAL ENGINEER & 50002552 530P TRANSPORTATION TECHMICAL ENGINEER &
50000902 286B LPM 2 50002065 286E PSYCHIATRIC SECURITY NURSE
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HRMS
Act|V|ty

Movement Turnover Report —
ZHR RPTPYUZ26
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WMS Activity Reports

B Used to identify and monitor WMS
positions and activities within the
agency.

B 6 Reports within one

— Established WMS Positions
— Abolished WMS Positions
— Reallocated from WMS Positions

— Re-Evaluation of existing WMS
Positions

— WMS Positions

B Access the report using the
transaction code ZHR_RPTOMNOS.
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WMS Activity Reports

B As required, enter the

Perlod = Prograrn Edit Goto Systern Help
N _ @ FdO0 @@ DHE oDoD DE @m
B Conditional selection -
. S . WMS Activity Reports
criteria include:
&

— Personnel area
— Business area

Effective Date 07/11/2013 to 0771172013

B Choose a report type: persormel Arez B
BLsiness Area |?|
— Est ab li S h ed WMS Organizational Unit |E|
Positions 1ok ]
Job Class abbrev, | 5 |
— Abolished WMS Positions -
— Reallocated to WMS Report Type Seection
c () Estahlished WS Positions
Positions ' aholished WMS Pasitions
— Reallocated from WMS Realocated to WS Positions
PO S | t | ons Reallocated frorm WS Positions
. . . Re-evaluation of Existing YWMS Positions
— \F/Rvel\;lesvgl uation of Existing | A WS Postion Report
ositions

— WMS Position Report

B Click @ (Execute) to 290
execute the report.



Washington Management Services Reports

[ Lt Edt Goto Views Settings  Systern  Help
& - {H Q@ DHE DD o8 @ @
WMS Activity Reports

T AFTY 8 @ EERQTHil Bads B

State of Washington - HRMS
Established WMS Positions

Report ID : ZHR_RPTOMNOZ

User : KELLYW

Run Date : 05/07/2013

Period : 07/01/2011 through 07/31/2011
Records reported: 13

Run time: 00:00:00

Position Effective Date Organization Unit Org Linit Description  Position Title Position... Job Cl... Job Cla... Pay Gra
:}'1025952:0?{01!2011 CHIEF FINANCIAL OFFICER o057 BAND 3
71024751 07/01/2011 31007775 SMALL AGEMCY HR  'WMSD2 HR CLIENT SERVICES MANAGER 0439 BAND 2 HR
71024217 07/01/2011 ADMIN OPERATIONS MAMNAGER 0367 BAND 2

Note: Not a complete screen shot of the
report.

.. Market Segment
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Summary

B Throughout the course, you have learned to:

— Understand Personnel Administration Activities.
— Hire and rehire an employee.

— Display and change employee information.

— Process an Employee Appointment Change.

— Process a Leave of Absence.

— Perform an Employee Separation.

— Access Personnel Reports.

— Access procedures in the OLOQR.
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Summary

B Throughout the course, you have learned to:

— Understand Personnel Administration Activities.
— Hire and rehire an employee.

— Display and change employee information.

— Process an Employee Appointment Change.

— Process a Leave of Absence.

— Perform an Employee Separation.

— Access procedures in the OLOQR.
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HRMS Resources

B The following resources are available for your use:

— DES Service Center— (360) 664—-6400
= ServiceCenter@DES.wa.gov

— The Data Warehouse — http://dwsecure

— The On-Line Quick Reference
= http://www.hr.wa.gov/payroll/HRMS/OnLineQuickReference/

— HRMS Support Website
= http://www.hr.wa.qgov/payroll/HRMS/HRMSSupport/Pages/default.as
PX

— HRMS Data Definitions

= http://pub/payroll/HRMS/OnLineQuickReference/Pages/DataDefinitio
Ns.aspx 224
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Other OLQR User Procedures

B Here is a list of other OLQR User Procedures
that have not been mentioned in the course:

— Addresses

— Assignh Badge Number

— Basic Pay — Change Pay Scale to Pay Band (Salary)

— Maintain Name Change

— Military Service — Create
— Military Service — Maintain

— Monitoring of Tasks — Create and Maintain
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http://win-shrweb.dis.wa.gov/olqr/nav/cat280/file1734/index.htm
http://win-shrweb.dis.wa.gov/olqr/nav/cat280/file1421/index.htm
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On-line Quick Reference

=T [e R LDIINVEY Topic Index A-Z | Forms | Publications | Calendar

Hn Washington State | |
Department of Personnel

OLQR Is an _ _ a—p— - .
[ £ e e e e e
aC ro n y m fo r t h e Home = Payroll > Human Resource Mansgement System = On-Line Quick Reference Print Friendly

. . On-Line Quick Reference
On-line Quick

HEMS Suppaort The On-Line Quick Reference (OLQR) contains

instructional materials to help you perform day-to-day Belale 0 Eat ey

R f I Payroll Calendars & Schedules
e e r en C e to O . tasks in the Human Resource Management System HEMS Upgrade Impacts

Training

On-Line Quick Reference » [H.RMS]' . . . . et

It contains a glossary, LR ot serpovadros oo ol and | 3605646400 or EA
job aids, system and dlossary

#® Functional Areas and Roles
user procedures that o Job Aids
describe how to —
perform HRMS tasks  Course Manusle

® Glossary

step-by-step.

Updated: 3/9/09

website address: http://www.hr.wa.gov/payroll/HRMS/OnLineQuickReference
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